
SHPLOBIEK? CRITERIA OF S H COMMOHITY ME® RECOMMENDED 

BUSINESS CURRICUWBI FOR FRANK PHILLIPS COLLEGE, 

BORG1E, TEXAS 

APJS0?EDi 

Wjgg* 

>&n e l th£ Soh!oolybf Business 
A<feiinistratl on 



l&fPLQBfBff CRITERIA OF THE COWUlI f l M B RECOMMENCED 

BUSINESS CURRICULUM FOR PRAM PHILLIPS COLLB&E, 

BORQER, TEXAS 

THESIS 

P r e s e n t e d t o t i ie Gradua te Counc i l o f t h e 

Hortfa. Texas S ta t© Col l ege i n P a r t i a l 

F u l f i l l m e n t of tiie Requirements 

For ttie Degree of 

MASTER OF BUSMESS A3KINISTRATI0N 

fey 

193227 
Pau l J , Ayera , B. B. A.# 1 . S . 

Bar g a r , Texas 

A u g u s t , 1951 



193227 

TABLE OF CONTESTS 

Page 
LIST OP TABLES . . . . . . . V 

Chapter 
I. IHTRODUC T1 OH 1 

®ie Problem 
Papp®i« of Surrey and study 
Data Headed and Method of Collection 
Scope of tii© Survey and Study 
Method of Analysing tfcte Data Obtain© d 
Definition of Tersss 
Belated Informatl on from Seleeted Readings 

II. THE SURVET OF BORQER, TEXAS, AND ADJACENT 
AREA 8 

type® of Employment Units Surveyed 
Classification of Employee Units and 
Baployees 

Method of Securing Jab Applicants 
Method of Selection 
Important personal Traits of the Employee 

III. EVALUATION OF MANAGERIAL PERSONNEL 2lf 

Requirements for Employment 
Reocwsended Coarse of Study 

IV. EVALUATION OF ACCOUNTING PERSONNEL 35 

Requirements for Employment 
Recommended Course of Study 

V. EVALUATION OF SECRETARIAL AND STENOGRAPHIC 
fBSSONMlL 1*7 

Requirements for Employment 
Recommended Course of Study 

VI. EVALUATION OP OFFICE-SALES PERSONNEL . . . . 6l 

Requirements for Employment 
Secerns ended Course of Study 

ill 



Chapter Pag® 

?IX. EVALUATION OF PI LB C M S , OEKERAL CLERKS, 
AID OTHER CUB RES 71 

Requirements far Employment 
Recommended Course of Study 

VII I . THE BTBIHESS ATM INISTRATION BEMRTIOTT OP 
FMIK RAMUS $mmm . . . . . . . . . . . 82 

Physical Plant 
Qmmmltf Served 
Administrative policies 
Teaching Personnel 
Present Curriculum and Equipment 
Sumaary 

IX. StJWAHr . . . . . . . . . . . . . . . . . . . 89 

Finding# 
Conclusions 
Reeosuendati cms 

APPENDIX 102 

BIBLIOGRAPHY 107 

IT 



LIST OP TABLES 

Table Page 

1* Borger Office Enployoes Classified According 
to Type# of Employment Waits . . . . . . . . 11 

2. Sources of Job Applicant a Used by Borger 
Employment Units Xlf 

3« M@tib.ods of Hiring end Placing Employees Used 
by Borger Employment Units . . . . . . . . . 18 

4* Social Traits of Present Employees as Evaluated 
by Borger &Bployuent Units 20 

5* Work Traits of Present Employees as Evaluated 
by Boarger Employment Units . . . . . . . . . 22 

6. Levels of Education Required for Managerial 
Employment by Borger Employment Units . . . 25 

7. Experience Required for Managerial Employment 
by Borger Employment Units . . . . . . . . . 28 

8. Course Rec aamendations for Management Personnel 
Made by Borger Employment Units . . . . . . 33 

9. Levels of Educati on Required for Accounting 
Employment by Borger Employment Units . . . 36 

10. Experience Required for Accounting Employment 
by Borger Employment units . . . . . . . . . 39 

11. Accounting Ability Required for Imploy»»t by 
Borger Bwployme&t Units . . . . . . . . . . ||2 

22. Course Recouraendations for Accounting Personnel 
lade by Borger Employment Units . . . . . . 

13. Levels of Education Required for Secretarial 
and Stenographic Employment by Borger 
Employment Units 1̂,8 

mailto:M@tib.ods


Table Page 

14• Escperienoe Required for Secretarial and 
Stenographic Employment by Borger 
Employment Units 53 

!$• Typing Speed Standards Required f o r Secretaries 
and Stenographers by Borger Employment 
m a t s 55 

16# D i c t a t i o n 3p©ed Required for Secretaries and 
S t e n o g r a p h e r s by Borger Employment Units . . » $6 

!?• Transcription Speed Required f a r Seoretaries 
aaa Stenographers by Burger Employment 
Unite . . . . 57 

18, Course Reconmendati ous f o r S e c r e t a r i a l and 
Stenographic Personnel Made by Borge r 
Employment Unit® 59 

19* Lewis of Education Required f o r Office-Sales 
Baployment by Borger &aployii©n& Units , , . , 62 

20. Experience Required f o r Office-Sales l^ployaent 
by Borger Employment Units 65 

21. Course Recoasaendati ons for Office Steles 
Personnel Mad® b y Borger Employment Units . . 68 

22. Levels of Education Required fo r P i l e Clerks, 
General Clerks, and Other Clerks by Borger 
Employment Units 72 

23. S3^®rlen®e Required f o r P i le Clsrka, General 
Clerks, and other Clerks by Borger 
Es®*loyi»wt Units , yg 

2k-* Abil i ty of Fi le Clerks Required by Borger 
rnploymenfc Units . . . 78 

25« Course Reccwwadationa f o r P i l e Clerks, 
general Clerks, and other Clerks Made by 
Borger Employment Units , $q 

vi 



CHAP®! I 

IHTRCDUCKON 

The Problem 

This survey I s mad© first, t o deter®in© the s t a n d a r d s 

of tia© bus ines s o f f i c e s of t he Borger , Texas, a r ea r e g a r d -

l u g personnel a s a basis for mora effective guidance a t 

Frank P h i l l i p s Co l l ege j second, t o de te rmine i f t h e b u s i -

n e s s department of the c o l l e g e i s providing adequate edu-

cational preparation for the principal office positions 

of the area; «d third, to obtain information regarding 

the methods of s e l e c t i n g employees and the personal traits 

desired# I t is also the aim of felt survey to give the 

e a p l o y e r s of the community an o p p o r t u n i t y t o make sugges-

t i o n s which may h e l p Frank Phillip# Co l l ege meet the em-

ployment needs of the coomunity* Proa these d a t a it is 

expeeted that c e r t a i n recoaimendatlons may be justified 

relative to the business curriculum of the college. 

Purpose of Surrey and Study 

The purpose of this survey and study is to attempt 

the establishment of ways in which the business adminis -

t r a t i o n department of Prank Phillips College nay help its 



students to prepare to fill the employment needs in the 

comae re ial offices of the area# It Is obvious that it is 

the desire of the terminal students to fill these positions, 

Frank Phillips College can readily mk» adjustments to fill 

the needs of these students with its day and evening educa-

tional programs. 

Data Heeded and Method of Collection 

It is necessary first to establish the extent of the 

educational needs in the comae rcial field. To obtain a 

view of the employment picture in the offices of the Borger 

area, personal interviews were held with the personnel 

managers or office managers of thirty-three establisrsaents. 

In order to retain accurately data and information received 

during the interview, a die ok sheet was used by the inter-

viewer. 

To gain information about employment criteria* ques-

tions were asked in regard to the foil owing: 

1. Social traits desired 

2. Work traits desired 

3* Educational requirement* 

Experience requirs&ents 

5* Skill requirements 

6, Deficiencies in education and training of present 

employees 



Finally* the ®iploy©r was asked to make suggestions which 

might help Prank phlllips College in seating th* eraplojaent 

needs of the ©CBMuaity. 

3oope of the Survey and Study 

This survey and study waa limited to the employaent 

units of Borger, Texas, and the adjacent area which in-

cludes the towns of Phillips# Texas, and Bunavlsta, Texas. 

Method of Analyzing the Data obtained 

Chapter II of this study is composed of an analysis of 

the employing offices surveyed. Tables are arranged to 

show the findings relative to their employment practices, 

standards, hiring procedures* and observed employs© traits* 

Chapter III is a short evaluation of Managerial per-

sonnel. Although It is realised that the junior college 

cannot give adequate training for all types of mnagement 

personnel, there are certain basic courses which should 

bo pointed out to all students who wish to train for manage-

ment* Infonaation in regard to management education needs 

<sfotain®d from employers should make possible more intelli-

gent guidance of students who are training for management* 

Tables are presented to show the minimum hiring require-

ments in regard to education, experience, and ability. 

Similar treatment of data for accounting personnel is 

given in Chapter IV; for secretarial and stenographic 

personnel, in Chapter V; for office sales personnel, in 



Chapter VIJ and for file clerks* general clerks, and others, 

la Chapter VII• The business actainistration department of 

Frank Phillips College is evaluated in Chapter VIII. Chap-

ter IX presents a susanary of the findings, conclusions, and 

rec omra oridati ens • 

Definition of Terns 

^Managerial11 personnel are office workers who are ac-

tively engaged ia the management duties of seta® particular 

phase of tkm uait surveyed. 

"Accounting" personnel includes all office employees 

actively engaged in work related to the processes of the 

accounting cycle. 

"Secretarial and stenographic" personnel includes all 

employees engaged in correspondence and related activities# 

"office sales" personnel are those employees ifho are 

engaged in sou* selling activity; yet their work, for the 

aost part, keeps then in the office. Salesmen of intangi-

bles are typical of this classification. 

wPlle clerks, general clerks, and others" includes 

file clerks, payroll clerks, tine clerks, and any other 

office employees not designated as management personnel, 

accounting personnel, secretarial and stenographic per-

sonnel, or office-sales personnel. 



Belated Information from selected Headings 

The j u n i o r college movement M a been accelerated by 

l o c a l demand feat p u p i l s completing their high school work 

be accorded an opportunity f o r h i g h e r education more freely 

than was already possible, ibe c asm unity also demands 

higher education for those adults who did not econplete 

high school or niio did not have an opportunity to enter 

an institution of higher education upon completion of 

their high school c o u r s e . 

Educa t iona l needs of t h e community should be of pr imary 

consideration in the junior college curriouluu. 

I t i s c a s ing t o be g e n e r a l l y unders tood t h a t t h e 
j u n i o r c o l l e g e cannot s e r v e its complex purpose i f i t 
stakes p r e p a r a t i o n for t h e university i t s p r imary ob-
j e c t . P e r the great majority of junior college 
s t u d e n t s * courses of I n s t r u c t i o n and t r a i n i n g a r e 
to be of a piece with what has preceded; they are 
t o be cu lmlna l r a t h e r than b a s a l ; they a r e n o t t o 
result in a "deferred education," The junior c o l l e g e 
will function adequately only if its first concern 
i s with those who will go no farther, if it turns 
many away from t£ui university into v o c a t i o n s f o r 
which training has not hitherto been afforded by our 
school s y s t e m . 1 

The administrators and faculty of the community junior 

c o l l e g e should b© d e s i r o u s of f u l f i l l i n g t h e i r o b l i g a t i o n s 

and d u t i e s t o t h e cam&unity. I t l a l o g i c a l t h a t b u s i n e s s 

mm of til© ocwaunity should d e s i r e a eossaerc la l t r a i n i n g 

program I n t h e j u n i o r c o l l e g e which w i l l i n c r e a s e the 

^William A. Proctor, The J u n i o r Co l l ege , p . 17# q u o t -
ing P . A. Lange, The J u n i o r Col lege I n Proceedings of &he 
H a t l o n a l Bduoation l s s d c l a t i o n . l ? l gT"pp . I i 9 - i z | » 



efficiency of their of fie© employees, This desire for 

commercial training in the conaunity brings the problem 

of setting up the commercial curriculum to the admlnlstra-

tare and faculty of the junior college. 

The problem of the faculty is to condense the 
curricula of the standard liberal arts eoora© in coa-
merce i n t o two**instead of four-year units by j u d i -
c i o u s s e l e c t i o n a a t adaptation* Technologic al ly 
there may be scores of types of education for b u s i -
ness* Mmm of 'these can be pursued intensively# The 
training in business should ordinarily be such that 
the student may be prepared for a variety of choices 
when h© enters upon his career# Emphasis *111 be 
laid upon training in such general subjects as 
economics, Eng l i sh , psychology , and sociology- The 
v o c a t i o n a l feature amy lead to specialised channels 
such as secretarial work, accounting, personnel work, 
marketing* etc. Let as repeat* the aim is not t o 
produce econamlflts or financiers, but to fit the 
t ra in ing to the level of activity upon which the 
youth is naturally d e s t i n e d to e n t e r . 2 

Seashore exp la ins more fully his v iews on "fitting 

the training to the level of activity upon which the youth 

i s naturally d e s t i n e d t o enter** 

We are now facing a new awakening to the effect 
that below the strictly p r o f e s s i o n a l we have the 
semi-professional and skilled occupations which de-
mand educat ion adapted t o that large mass o f our 
American people who are not going to be scholars but 
rather workers in their respective fields.3 

I t is concluded, t h e r e f o r e , t h a t th© junior c o l l e g e 

commercial d©parteent may reader a des irable s e r v i c e to the 

2C. B* Seashore, The Junior Col lege Movement, p. 61$,* 

C. K. saaahore, The Junior Col l ege Movement. 19k0, 
quoted by James A* Starrak and ftaymond M• l iu^ies , The Hew 
Junlca* C o l l e g e , p . 29* """"""" 



oasusunlty I f t hose who s e t up t h e cu r r i cu lum g e a r t h a t 

curriculuBt to community n e e d s . 

A community survey I s i n v a l u a b l e l a s e t t i n g up t h e 

curriculum,, revi sing th© curriculum, and inaugurating a 
,r@eaM.cml guidance program. 

A l o c a l su rvey l a n o t only d e a l r a b l e I n r e v i s i n g 
the business curriculum. In deciding on equipment, 
and i n s e t t i n g up s t a n d a r d s of a c h l e v s n e n t , b u t i t 
Is a l s o a lmost i n d i s p e n s a b l e I n v o c a t i o n a l gu idance . 
For a schoo l t o i n a u g u r a t e a v o c a t i o n a l guidance 
program wi thout knowing what I n i t i a l j obs a r e avail-
able local ly # tih«t th© requirements f o r those jobs 
are, and what the p o s s i b i l i t i e s for advancement a re , 
would be a s sensible as inaugurating an educational 
guidance program which a t t e m p t s t o g ive s t u d e n t s 
advice about preparing f o r v a r i o u s c o l l e g e s w i thou t 
teaming the entranoe requirement# of the colleges 
c one ©mod. Perhaps the mmt Important f a c t o r in a 
v o c a t i c o a l guidance progrwn, a s i t a p p l i e s t o busi-
ness v o c a t i o n s , i s a knowledge of l o c a l j o b s , t h e i r 
requirements, m& the possibilities of advancement. 
A loca l survey wil l give this infonaatlon.4 

• &• Walters, The Gaanaunlty Survey, pp. 6-7, 

mailto:r@eaM.cml


CHAPTER II 

THE ST®VEST OF BORQER, TEXAS, JSIP ADJACEST AHEA 

Types of Employment Units Surveyed 

Borger, Texas, and the adjacent area, with a popula-

tion of approximately twanty-six thousand, la the indus-

trial oenter of the Texas partoandle. Th® chief manufactured 

products of th© area are refined petroleum, carbon black, 

butadiene, synthetic rubber, and printer*0 ink. In addi-

tion to being a trading oenter for industrial products, 

machinery, and tools, Borger supplies the Industrial 

workers of the area and th© wheat and cattl© farmers of 

•fee central Panhandle with their needs of everyday life. 

In selecting th# sample of business establishments 

used in the survey, the following business elasalf ieatioris 

were used; construction, mnuf actuiing, retail trade, 

wholesale trade, transportation, public utilities, com-

munication, finance and insurance, professional and re-

lated services* and govemamt agencies* 

"Construction,** the first of the ten classifications 

used, included a building house and a limber yard. 

The "transportation" category Included the railroad 

and two truck lines. 

8 



"CcBBSunications" embraced the rad io s t a t i o n , telephone 

company* And th© telegraph o f f i c e . 

53i® "ri iolssale trade" c l a s s i f i c e t i on was ccraposed of 

a Wholesale grocery oompany and a s o f t drink d i s t r i b u t o r . 

Employing u n i t s uwler the " r e t a i l trade" growing I n -

cluded a f u r n i t u r e a tore * a jeweler# and a department 

store* An autonotoile dea ler was a l s o included under t h i s 

c l a s s i f i c a t i on* 

"Finance and insurance" was composed of two banks, one 

savings and loan assoc ia t ion , and th ree insurance agencies, 

"Manufacturing" was made up of three o f f i c e s of the 

petroleum indus t ry , including r e f i n i n g , carbon black and 

synthet ic rubber. 

Tli© "profess ional" c l a s s i f i c a t i o n included the o f f i c e s 

of a superintendent of schools, dean of the co l l ege , a 

school d i s t r i c t tax c o l l e c t o r , and the county h o s p i t a l . A 

law o f f i c e was a lso included in t h i s c l a s s i f i ca t ion# 

"(JOT eminent agencies" included the ve te rans ' service 

eCfiee, the c i t y t ax o f f i c e , the post o f f i c e , and fee 

s t a t e employment o f f i c e . 

The other u n i t surveyed was c l a s s i f i e d as "public 

u t i l i t i e s . * This unit serves the eoomunity with na tura l 

gas and e l e c t r i c i t y . 
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fhese classifications resemble thoae established by 

tih© Bureau of Census but were modified to be a or© uaable 

la surveying tills particular eowmmlt^*.^* 

Classification of Employee Unlta and Employees 

Interest in the size of the unit lis® chiefly In the 

number of personnel asployed. As ahown In Table 1, tfeer® 

are l|I|Q persons employed to th® offices @f th# waits sur-

veyed, Of tfais total, 80* or 18,2 per cent* are manage-

ment personnel; 10$, or 23.9 P®** ®«nt, ar# secretarial 

and stenographic peraonnel; 6?, or 15#2 per aent, are ac-

counting personnel; 3# or 1,8 per etet* are office sale® 

personnel; 180, or l|0*9 per cent, are file clerks, general 

clerks, and other olerka* 

It can be found that per unit there are on the average 

2.4 persons engaged in management duties, 3 peraona doing 

secretarial-stenographic work, 2 peraona doing accounting 

work, .2^ peraona engaged in office-sales, and 5»5 persons 

are clerks. 

Since all unite aurveyed do not have in their employ 

all five classification®, the data may be Interpreted 

differently. The unlta employing such personnel have on 

the average 2«Jj. persona engaged in management. If,5 peraona 

doing secretarial-stenographic work* 3-5 peraona is 

^Bureau of Cenaua, County Data Book*. A Supplement to 
the Statistical Abstract of the^SaTtet^tatea, p. vlii. 
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TABLE 1 

BOJSfSK OFFICE EMPLOYEES CLASSIFIED ACCORDING 
TO TYPES OF EKPLO'SMEHT UHITS 

Tjp» ctf 
Employment Unit 

Employees 
Tjp» ctf 

Employment Unit Hams mm®t AcoouatLog 

S o . 
U n i t s 

So* SB-
p l o y e e s 

Ho. 
.Dbita 

So* Em-
p loyees 

C o n s t r u c t i o n 2 % 
Manufac tur ing 3 3k 2 36 

Retail trade k k 5 10 

Wholesale trade 2 2 1 2 

T r a m p o r t a t i on 3 3 

Public utilities 1 Z 1 1 

Communication 3 3 1 1 

F inance , I n s u r a n c e , 
and r e l a t e d s e r v i c e s 6 15 5 12 

Professional and 
related services $ 6 k 5 

Government a g e n c i e s k 7 

Total 80 6? 

Pe rcen tage of 
total 18.2 15 .2 
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3,—-Coafcimseil 

Employees 
Secre ta r ia l and 
Steno^rafshie Office-Sales 

File-General 
Clerks, Others 

Total 

No, 
Units 

Ho* Bs~ 
piemen 

I®. 
Halts 

Ho. Em-
ployees 

Ho. 
Unite 

Ho, Em-
ployees 

Ho. 
Units 

Ho* Em-
ployees 

1 1 2 5 

3 68 3 88 226 

3 5 2 

1 

4 

I 

6 

2 

23 

5 

2 6 2 9 3 18 

1 1 1 T 1 11 

3 1 2 1 5 3 15 

5 11 3 5 3 23 6 66 

k 6 2 3 5 20 

3 k 2 l+o fc 51 

105 8 100 33 ¥*o 

23«9 1.8 ho* 9 100.0 xoo.o 
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accounting* 1*6 persons doing office-sales work* tad 10*6 

person® employed m clerks. 

Method of Sec taring Job Applicants 

Tim prevalence of the long-staging custom of hiring 

one's friends is clearly shown in Table 2. The table 

shows that .$ per cent of the units surveysd find appli-

cants for Jobs through friends and employees. It should 

also be noted that 30.3 P®** cent of the flms surveyed 

find applicants among personal friends of management. 

The survey indicates that visiting personnel offloes 

and making application for employment is an effective way 

of acquiring a position. It was found that 30.3 per cent 

of the fixtaa surveyed recruit candidates for positions 

through their own personnel offices. 

In acquiring candidates far employment, school can* 

tacts are made lay 2ij.«5 per cent of the employment units 

surveyed; public employment agencies are used by 21.2 per 

cent of the units; and private employment agencies are 

used by 6 per cent of the units. Two units, or 6 per cent 

of the units polled, use competitive exaninations to se~ 

cur® applicants# The United States Post office uses Civil 

Service Examinations and the Tmxas Employment Comission 

makes use of Merit System Council Tests. 

It is indicated by Table 2 that certain types of am-

ployramt units in the Borger area us# their own personnel 
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TABLE 2 

SOURCES OF JOB APPLICAHTS USED BIT 
BORGBR KKPLOXHEHT WITS 

fyp© of 
Employment 

Unit 

Pmfeli® 
Ai^eneles 

Private 
Agencies Want Ads fyp© of 

Employment 
Unit 

Units Using 
IMs Source 

Halts using 
This Source 

Units Using 
Tbi® source 

lumber 
Per 
Cent lumber 

Per 
0®J5& limber 

Per 
Cent 

Cons testation 1 33*3 

Manufac buring 1 12.5 
Retai l t rade 1 12.5 
^foolesale trade 

Transportation 1 20.0 
Ptfclio u t i l i t i e s 1 33*3 
C«swmaiieatt<m 1 33*3 1 33*3 
Flnane e 9 lxumr* 

mo®, and 
e l a t e d se r -
vices 3 27.3 

Prof ©Miami 
and re la ted 
services 

Government 
agencies 

t o t a l 7 2 1 

Per cent 
of uni ts 
surveyed - 22.2 6 3 
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TABLE 2~Continusd 

Owi Person-
nel ©ffie® 

Sehool 
Contacts 

p©rjs ami 
Acqmint. 

Friends, 
Employ©ea 

Other 
Sources 

Units Using 
This Sow©# 

Units Using 
This Source 

Units Using 
This Source 

Units Using 
This Source 

Units Using 
This Soure# 

Inafe#r 
Far 
Cent Xuriber 

Per 
Cent lumber 

Per 
Gmt Humb@r 

Per 
Seat VottlMir 

Per 
Cent 

1 33.3 1 33.3 

3 37*5 1 12,5 1 12,5 2 25.0 

2 25*0 2 25.0 3 37.5 

X $0.0 1 5o«o 

1 20.0 i 20«0 2 4o. 0 

2 66,6 

1 33*3 

1 9*0 3 27.3 2 18.2 2 19*2 

z 25*0 2 25.0 If. 50.0 

1 25.0 1 25.0 2 50.0 

10 s 10 35 2 

«fc.5 30,3 1)5.5 6.0 
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o f f i c e s i®,r s e c u r i n g joto a p p l i c a n t s . 0€b#r t y p e s of u n i t # 

were found t o r e l y cm f r i e n d s , a c q u a i n t a n c e s , and em-

p l o y e«ii t o f u r n i s h p r o s p e c t i v e employe00, 

flj® pub l i c u t i l i t i e s rnit f a t e d i t s own personnel 

of f i g e as 6 6 . 6 per cent of i t s sources of prospe 0 t i ve 

employees» On the o ther h a n d , u s e of t h i s s o u r c e was not 

i n d i c a t e d by r e t a i l t rade , p r o f e s s i o n a l f i r m s , or gov e m -

inent a g e n c i e s . I t was found that r e t a i l t rade , p r o f e s -

s i o n a l f i l m s * and government agenc ie s s e c u r e many a p p l i c a n t s 

through f r i a n d a , acquaintances , and employees, Publ ic 

u t i l i t i e s i n d i c a t e d no use of t h i s s o u r c e , 

Method of S e l e c t i o n 

Th» l o n g - u s e d and s t i l l mos t p o p u l a r method of h i r i n g 

and p l a c i n g i s t h e p e r s o n a l i n t e r v i e w , f a b l e 3 shows t h a t 

5 7 . 6 p e r c e n t of t h e f i m s surveyed make u s e of t h i s 

method. 

I h e i n t e r v i e w i s one of t h e most ceraaonly used 
s e t h o d s o f s e e k i n g t o der ive I n f o r m a t i o n f ro® Job 
a p p l i c a n t s . I t i s a f a c e - t o - f a c e , ques t i on -ana-
answer* and p e r s o n a l a p p r a i s a l method of e v a l u a t i n g 
the appl i cant* U s u a l l y , i t i s more than a means of 
g e t t i n g I n f o r m a t i o n — i t i n v o l v e s g i v i n g informat ion 
that w i l l h e l p the app l i cant stake up h i s mind about 
the catopony* Henee, there i s u s u a l l y an element o f 
c o u n s e l i n g i n in terv iewing and t h e l a t t e r t e r n i s 
commonly used t o cover g e t t i n g and g i v i n g informa-
tion.** 

In n ine teen of t h e t h i r t y - t h r e e uni t® s u r v e y e d , em-

p l o y e e s a r e p l a c e d on a t r i a l b a s i s . These employers seats 

S t i e h a e l A* Juc iua , Ferscamel Management. p . 175. 
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t o be of the opinion tha t t r i a l employment i s a more re -

l i ab l e indicator of ab i l i t y than a favorable appl icat ion, 
\ 

school evaliiatioa* o r seme f oxm of test* 

I t was found, however, t ha t four f i lms were making 

w e of t e s t s in pXaooneat of employees* The l a rges t i n -

dus t r i a l f i rm in the area gives each new employee a 

bat tery of t e s t s# These tes ta include the I l l i n o i s Per-

sonnel Test» the Hinaesota Cler lea l Teat, and in te l l igence 

t es ta and spe l l ing tes ta for stenographers and t y p i s t s . 

Table 3 indioatea tha t 90*9 P®** eent of the employers 

surveyed make no e f f o r t t o oontaet sohools f o r a ra t ing 

of the prospective employee, This i s a much h i t t e r per-

centage than was found i n a survey of near-by Aoarl l lo.^ 

This may be explained by the f a c t that workers of a l l 

types are scarce in the area, i t I s a l so t r ue that many 

of the prospective employees in the area are new res idents ; 

therefore , checking d i s tan t school records would necess i -

t a t e smm delay in employment. 

Three large employment uni ts expressed the desire to 

receive aid f r c n the schools, both in evaluations of 

prospective employees and as a source of job appl icants . 

3 1 

Jdm Fm Bal&ers on, "Survey of Employment Cr i te r ia 
and Recommended Adult Coataercial Education Program a t 
Amarlllo College, Amarlllo, Texas,H unpublished Master's 
t h e s i s . School of Business Administrateon, North Texas 
State College, 1950, p . 12, 
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These units stated that if a placement service were estab-

lished at the college, they would sake use of it, Wo forraal 

training programs for employees are being uaed by the thirty-

three employment units surveyed in tfa» Borger area. 

Important Personal Traits of the Employee 

Good personal qualities make the successful man—the 

sought-after employee. 

H. S» Wilson, vice-president in charge of sales, 
the Goodyear Tire and Rubber Company, asked $00 ex-
perienced purchasing agents of important corporations 
this simple question: "Think specifically of the best 
salesman representing any company who calls on you and 
tell us briefly why you consider him the best." 

Over 50 per cent of the reasons given—as to why 
the best salesman was best—dealt with the man himself. 
Hot entertainment» not knowledge of the product sold, 
not even service to the customers he sold. Just the 
mm himself. These purchasing agents used, over and 
over, such descriptive terms as "honest," "dependable," 
"considerate,", "sincere," "friendly," "loves his job," 
"intelligent,"1* 

The information gathered regarding social traits was 

obtained by questioning employers about behavior, grooming, 

appropriate wearing apparel, etiquette., and poise of their 

present employees. As may be seen in Table 4# of the thirty-

three firms questioned, twenty-seven rated their present 

employees as "good" on the behavior item, five firms rated 

their employees as fair, and on® firm said, "does not apply." 

^Frederic A, Russell and Prank H. Beach, Textbook of 
p« 91- ^ 
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TABLE k 

SOCIAL TRAITS OP PR3SEUT EMPLOYEES AS EVALUATED 
BSC BORGER BSPLCKMEIT TWITS 

Number of Unit Evaluation* 
Scoial Traits 

Good • . Fair Poor 
Does Hot 

Behavior 2? $ 1 

Groaning 27 if 1 1 

Appropriate wearing 
'apparel 27 $ 1 

Etiquette 23 6 k 

Poise 23 5 5 

Twenty-seven of the thirty-three fims rated their em-

ployees "good" on both grooming and appropriate wearing 

apparel, two closely related qualities for good appearance• 

Sara© employers complained that women employees often 

wear clothing which is "too attractive" rather than neat and 

tailored* other employ©rs said that men employee®, whose 

work requires them to be well dressed, wear sport shirts at 

times* 

Etiquette and poise were also given a good rating. 

Twenty-three units reported their employees as "good* so 

far as these qualities are concerned# Those units stating 

"does not apply" on social traits said they do not value 

employees on these bases. 
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It may be concluded from til# data obtained that the 

majority of the employers surveyed in the Borger area are 

pleased with the social trait# of their employees. 

According to Table 5* over 50 per ©eat of the employers 

surveyed in the Borger area rated their employees "good" 

on the following# ability to follow instructions, ability 

to work with others, ability to do supervised work, attitude 

toward work in quantity and quality, attendance and pune« 

tuality, adherens# to regulation of the company, and will-

ingness to start in junior positions. 

It should be noted that several traits were ranked be-

low "good* by a majority of the employers# ®hese included 

ability to do ncm-supervised work, ability to express them-

selves in words, ability to express themselves in writing, 

ability to spell, and the ability to perform necessary 

mathematical caraput&tions. Although mployers were not 

asked about handwriting, same mentioned poor handwriting 

along with poor spelling and lack of ability to perform 

simple mathematical computations. 

Employers biased both schools and parents for unsatis-

factory work traits of employees. It seemed, however, that 

most employers felt that the great ramber of jobs available, 

the soaroity of prospective employees, and unionisation are 

the real reasons for poor work. 
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TABLE $ 

WOBK TRAITS CM? PRESENT MWUmSS AS EVALUATED 
BY BORGER m m o w s m ram 

Work T r a i t s Good Fair Poor 
Does Sot 
Apply 

No. Utolts HO* tfti&t* Ho* Units So* Units 

Ability t o foilov 
Ins t ruc t ions 21 8 2 2 

Abi l i ty to work 
with other* 2$ 3 1 4 

Ability to do 
supervised work 25 

Ability to do ncn-
«upervised work 12 34 2 5 

Ability to express 
themselves l a 
words 13 34 6 

Ability to express 
themselves i n 
wri t ing 9 12 2 10 

Attitude toward 
work in quantity 
and qual i ty 19 12 1 l 

Attendance and 
pwie tea l l ty 25 5 3 

Adherence to t he 
regalatlcam of 
t&© company 2? 2 1 3 

Willingness to 
start in a junior 
pos i t ion 21 1 1 10 

Ability to s p e l l 
correctly 9 1? 5 2 

Abil i ty to perform 
mathematical com-
puta t ions i£ 13 4 1 
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PIms s t a t i n g "does n o t apply" l a answer t o q u e s t ! one 

regarding some work traits did not have work which would 

I n d i ca t© a n a n s w e r . 

The results o f t h e survey i n d i c a t e t h a t there I s room 

for improvement on work h a b i t s and s k i l l s # Prank Phillip® 

College should recognize these needs and attempt to bring 

about Improvement of its comer ci&l students along these 

l i n e s * 

Instruction should, in every way possible, at tamp t to 

improve student attitudes toward work. 

The i m p o r t a n c e o f o n e * a attitude t o w a r d work c a n 
hardly be overestimated. If we believe that work is a 
curse transmitted to us because of the d i s o b e d i e n c e 
of Adam, we are likely to spend a large part of our 
d a y s i n w r e t c h e d n o s a . If, h o w e v e r , we a s s u g g e s t e d by 
J e s u s in t h e s t a t e m e n t , "fly F a t h e r w o r k e t h , and I 
work," we have a conception of work and of life that 
will bring joy instead of vexation of spirit• In the 
m e c a s e we s h a l l look u p o n work m a © u r s e csr a 
p e n a l t y t o ^ b e p a i d , in t h e other, a s a j o y a n d a 
privilege.> 

^Charles L. Bobbins, The 'Mill to Work, p. 2. 



CHAPTER I I I 

EVALUATION OF MANAGERIAL PERSOHNSL 

The purpose of th is chapter i s t o show da t a obtained 

from Borger employing units pertaining t o the education, 

experience, A b i l i t y , and other req^ilrtaenta f o r the @mploy-

wmfc of managerial personnel* Although i t i s unlikely that 

a l a rge management t r a i n i n g pjfograa could be undertaken by 

the jun ior c o l l e g e , the application of t o o l c our sea should 

be s t r e s s e d . I f found d e s i r a b l e , basic courses i n manage-

ment mi gat be added t o the business curriculum. 

Requirements of Braplopaent 

Educational r equlreaaenta• —Table 6 shows that educa-

t i o n a l requirements are high f o r employees who f i l l managerial 

p o s i t i o n s i n ©mplopaent un i t s of the Borger a r e a . I t was 

found t h a t twenty- th ree , or 69.7 p e r cent of fc© un i t s s u r -

veyed, require that management personnel have two or more 

years of co l l ege education* Three employment units were 

found t o b© of such a na tu re t h a t personnel must have had 

s p e c i a l i s e d graduate study to f i l l management pos i t ions . 

k large group of f i f t e e n employing uni ts , k$*k per cent 

of the t o t a l , requires that their f i f t y - f i v e management 

personnel be senior co l l ege graduates# This group r ep re sen t s 

2tt 
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TABLE 6 

IiEVELS OP EDUCATION REQUIRED FOR MAHAGSHIAL SKPLOXMEIT 
M border JMRNORMM WITS 

Type of 
Eaplô aerit 

TBnAfe 

High School, 
General 
Education 

In* 
TJfcita 

Bo. &tt"" 
plo:roeg 

High School* 
Business 
^mining 

Units 

Bxisineas 
ColIep:e 

*o. to* 
pioyees 

Mo • 
Units 

Bo. m° 
ployces 

Cons truetion 

Manufacturing 

Retail trade 

^holeaalo trad# 

Tranaportati ©n 

Public 
utilities 

Cosmaunication 

Finance, in-
surance, and 
related ser-
vices 

Professioaml 
and related 
services 

Government 
agencies 

T̂otal 

Percentage 
of total 

3 

1 

3 

2lf.2 

3 

1 

3 

10.0 6.1 3*? 
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TABLE 6—Coatiiwed 

Senior College Specialised 
ty»m trp m* Graduate total 
Qoil&m University Stud? 

Wo. So* Btt* So. Ho# Em- Ho. Ro. Bm~ So» Ho, Em-
tJfctiLt* plccr**# Units ployees tJtelta pl©ye©g Units ployees 

X 2 2 % 
3 3l» 3 34 
1 1 4 

2 2 

3 3 

1 2 1 2 

2 2 3 3 

4 8 2 ? 6 15 

2 2 3 5 6 

k 7 4 T 

5 10 1$ 55 3 33 80 

15.2 12.5 ks.k 68.8 9.1 5.0 1Q0»0 100.0 
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68.8 per oent of the management personnel surveyed. This 

group m s made up, for the most part, of finance. Insurance, 

communication, pttolic utilities, and manufacturing managers* 

Some construction, finance, and insurance companies 

require junior college education for management, fhis group 

consist#*! of five units* or 1$.2 per cent of the total, and 

employed ten, or 12.5 per cent, of tlx® employees surveyed, 

Ei^ht units, employing eight management personnel, were 

found to require only general hi^i school educati on for 

these people. Two other units, employing three management 

personnel, were found to require high school graduates with 

business training for management positions. 

requirement a«-*-Sxp erienc e requi rements were 

found to he rigid for management personnel in all employment 

unit® surveyed in the Borger area. Table 7 shows that nine-

teen, or 57*6 per oeont, of the thirty-three units surveyed, 

retire their management personnel to have more than five 

years of experience in their respective type of business. 

It may be interesting to note that this group of units 

employs 75 per cent of the management personnel covered by 

this Borger survey. 

It was found that five years of experience are required 

fer management personnel by six, or 18.2 per cent, of the 

units which employ ten, or 12.5 per cent of the management 

personnel polled. Four units, or 12.1 per cent of the total 



as 

TABUS 7 

EXPERIENCE REQUIRED FOE MAHAGERIAL MfLOmWH M 
BORGER M E O a H B f t i l f S 

Type of Bm,pl&smnt None One f e a r 
U n i t 

S o . 
U n i t s 

Ho. B»~ 
p l o y e e s 

Ho* 
U n i t s 

Mo# 
p l o y e e s 

Coagit«i©ti«m 1 2 

M a n u f a c t u r i n g 

R e t a i l t r a d e 

Wholesa le trad® 

Transp o r t a t i o n 1 1 

P u b l i c u t i l i t i e s 

C cfisimunlc a t i ori 

p l i m n c e , i n s u r a n c e , 
and r e l a t e d 
s e r v i c e s 

P r o f e s s i o n a l and 
r e l a t e d s e r v i c e s 2 3 

Government a g e n c l e s 

t o t a l k 6 

p e r c e n t a g e of 
t o t a l 12.1 7«5 
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TABLE 7~~Continued 

»©re fimn 
Two years Five Years Five Xeara Total 

Ho* Ho* Ea- Mo» Ho. S»~ 10. No» SSS" m* Ho. Em-
VnitB ployees r Ttolts ploje®s Units ployoea Units ployees 

1 2 Z 4 

3 3 34 

4 k k h 

1 1 i 1 2 2 

a 2 3 3 

i 2 1 2 

1 1 2 2 3 3 

2 2 k 13 6 1$ 

3 • 3 5 6 

2 2 i 4 1 1 If 7 

k, Ij. 6 10 19 60 33 80 

12.1 5*0 18.2 12,5 £7*6 75*0 100*0 100.0 
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group9 require two ysars of experience la, their rMp«ctlT« 

fields for the employment of management personnel. The re~-

four units were of such nature that experience is • 

not required for management personnel. 

It was found that twenty-one units prefer management 

personnel *ho have had previous experience in direoting and 

supervising othera. Five of the twenty-one units stated 

that tbsy also desire college trailing in scientific manage-

ment as well as experience* 

Ability r#qulrataent3«--*It • is apparent that most em-

ployers do desire ®xperl®m@& and well-educated employees 

for managerial work* they are desirous of' improving the 

efficiency of their business through improved management* 

Management personnel of offices need store than educa-

tion and emeries©©—toy must have that intangible ability 

called leadership.^ Managers themselves believe the follow* 

lug qualities are essential to m e who wishes to be suc-

cessful in managerial workt 

1* Excellent knowledge of human nature. 
2, organising ability 
3. Tact 
fy. Strong personality 
5« Si®®®"of Justice 
6* Experience in the work 
7* Tol©ranee 
8* Sclsaatlfic mind 

*Jofan H* MacDcnald, Of ftp® Management * p* 15. 
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9. Capacity for work 
10, Initiative and aggressiveness 
11, Accounting t ra in ing 
12# Executive ability 
13. Leadership a b i l i t y 
l L . S e l f - c o n t r o l 
15. A b i l i t y t o insp ire confidence 
16. Ability to think constructively 
17. Hoaesty 
18. Cowraand of details 
19» Op«B-«indedness 
20. Cosraeeettratlon 
21m I n t e l l i g e n c e 
22* V i s i o n s 

Other requlreaenta»~-Xn addL t i o n to tfce q u a l i t i e s p r e -

v i o u s l y nmrn&g- the manager m a t have I n t e r e s t . He must be 

interested in his company* in h i s particular Job for that 

company, and i n the employees under h i s s u p e r v i s i o n . A l l 

the a b i l i t y a ja&nager may have la no t e f f e c t i v e u n i t s * he 

i s r e a l l y i n t e r e s t e d i n u s i n g t h i s a b i l i t y u n s e l f i s h l y . 

Management should be i n t e r e s t e d i n comaunity a f f a i r s . 

Too few men of a b i l i t y , such a s management must have, r e a l i z e 

ho# fsuch good f d l l * good b u s i n e s s , and r e c o g n i t i o n t h e j can 

c r e a t e f o r t h e i r company an t themselves by t a k i n g an a c t i v e 

p a r t i n c i v i c improvement. 

Hecctaraended Course of Study 

Employment u n i t s were asked t o s t a t e Mm® academic 

courses i n 'which t h e i r aanageaent personnel should acquire 

addi t ional t r a i n i n g . In many instances the interviewer had 

2 
John H. MacDonald, O f f i c e Managements p. 16, quo t ing 

Matthew Kesny sad P h i l l i p A. Lamb» ¥S® S t a t u s of t he O f f i c e 
Manager, p. 67. 
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to p i t before the interview®© a l i s t of courses t o gat a n 

answer t o M s q u e s t i o n * 3mm of the c o u r s e s were nnewsw 

t o t he employers s i n c e the management curriculum i s r e l a -

t i v e l y new* The employer® suggested m m j of the "staple* 

c o u r s e s and, w h o l e - h e a r t e d l y recommended a l l management 

c o u r s e s t h a t t h e i r management p e r s o n n e l o r f u t u r e management 

personnel s i g h t have an opportunity to study. 

S p e c i f i c a l l y recowtiended, a s shown fey f a b l e 8 t was a 

c o u r s e in p e r s o n n e l » a m @ ® » n t o r employee s u p e r b a i m , 

fhe twenty-four employers suggesting this course apparently 

r e c o g n i z e t h e n e e d for Improvement in p e r s o n n e l r e c o r d s and 

t e c h n i q u e s ; i n a l l i e d f i e l d s such a s s o c i o l o g y , stental 

h y g i e n e , psychiatry, and p s y c h o l o g y ; and in l a b o r economics . 

Personnel management study enables one to start operation. 

of a specialised department which will contribute to the 

solution of labor problems.3 

Account ing was emphasized by e i g h t n a p l o y e r a a s b e i n g a 

subject in which management should be well trained, it is 

n e c e s s a r y i n managing any b u s i n e s s to have an objective. 

Through knowledge of accounting an objective, the budget, 

can be set up. Accounting enables management to Interpret 

t h e results of operations and to establish the f i n a n c i a l 

status of tha b u s i n e s s . 

^Stichael H. Jucius, Personnel Management, p. 
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TABLE 8 

course mommmATiom for mmmm&mt fehsomkil 
MADE BY BQMM mPWlMEMT WITS 

Type of Course Jfoaber of Halt a 

Recoimendlng Gmtmm 

Personnel hkn&gement . . . . . . . . 2lf 

Busineaa Organization . . . . . . . 6 

Accounting 3 

Taxati (xi . . . . . . . . . . . . . . I4, 

Busineas Letter Writing « . * , « • IB 

Buaineas Speech 10 

Business l a t t e r writing was reconaaended by eighteen 

employers, fop jaanagesent f e e l s that the a b i l i t y t o d ic ta te 

a good business l e t t e r quickly could save much valuable 

time. 

The a b i l i t y to de l iver an e f f e c t i v e apeech I s a neces-

s i t y for one i n a Managerial p o s i t i o n . One who can de l iver 

an e f f e c t i v e speech can convey ideas i n conference meetings, 

©an gain the confidence and reap®©% of employees, and can 

gain much good wi l l for h i s company fey speaking before c i v i c 

and profess ional groups. These were the b e l i e f s of the 

employers surveyed# 

The srowing problem of taxation l ed several employers 

t o suggest the study o f taxation for prospective managerial 

personnel. Others recommended a general course i n business 

organization and management. 
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The following course of study i s recoasaended for students 

of Prank Phil l ips College who wish to prepare for a f u tu re In 

managsansnt and a l so t o meet the requirements f o r graduation 

with the Associate of Arts degree• 

1» Business Mathemtics, 3 semester hours 

2* Accounting, 8 seaaester hours 

3# English, 12 semester hours 

!}• Mathematics* 6 soses ter houses 

5* Gweiraaent, 6 semester hours 

6* Economic*, 6 semester hours 

7, Business and professional Speaking, 3 semester hours 

8, Business Organization and Management, 3 semester hours 

f . Business 3 semester hours 

10# Salesmanship, 3 semester hours 

11. In t roduct ion to Business, 3 semester hours 

12# Typewrit t ing , 6 semester hours 

13# rtaysical education, 2 semester how?a 



CHAPTER IV 

EVALUATION OF ACCOTJHTINO PBRSOHHEL 

Ibis cimpter presets data obtained fro® Borger employ-

ment waits in regard to hiring requirements for accounting 

personnel. It should be bom® in aiad that the term wae-

counting persona®!,* m used here, includes both bookkeepers 

and accountants, lo attempt has been sad© here to separate 

the two because it is difficult to find "pure* bookkeepers 

and "pure* accountants employed in business offices. 

Requirements for Employment 

Educational requirements, —Educational requirements for 

accounting personnel in th© Borger area may be found in 

Table 9« Of the twenty firms surveyed shieh employ account-

ing personnel, eight, or IfO per cent of the total, require 

only a high school general education for placement. These 

el$it units employ seventeen, or 2$m!^ per crnt of th® total 

nua4>©r of accounting employees considered in this survey, 

A smaller group of units, employing a. slightly greater 

nusfijer of personnel, require accounting personnel to have a 

hlgx school education with business training for employment, 

This group of four, or 20 per cent of the units, employs 

nineteen, or 28*3 per cent of the personnel* 

35 
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TABLE 9 

LEVELS OP EDUCATION REQJJIRED FOS ACCOUHTIHO ISMPLOSIENT 
W£ BORGEH BMPLOYHEHT TWITS 

Typo of 
Employment 

^ait 

High School, 
General 
Education 

lo. 
Units 

No. m 
plorreea 

Hi#L School, 
Business 
Training 

Jto* 
Units 

No. 
ployeea 

Business® 
College 

Ho. 
Units 

Ho. Bm-
vloY&m 

Construction 

Manufacturing 

Eet&ll tFads 

TJholesale trad® 

Trans porta ti on 

Public utilities 

CoaaBaunieati on 

Finance, insur-
ance, and re-
lated services 

Professional and 
related ser-
vices 

Government 
agencies 

Total 

Percentage 
of total 

3 

1 

8 

IfO.O 

7 

2 

IT 

32 

6 

19 

254 20.0 28.3 5.0 1.5 
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TABLB 9—Contlmted 

Senior College Sy*el*lls«d 
Junior or Graduate 
Gollm® TJnivaraity 3< btidy t o t a l 

Ho. Vo* BK» Mo. Wo. Sn- Ho# No. Em- Ho. Ho. &*> 
Units plojees Halts ployoes Units ployees tftiits ploy®@s 

1 2 

1 2l|> 2 36 

1 1 k Q 

1 2 

1 1 2 1 

1 1 

.$ 12 

2 2 1 1 k if, 

1 1 1 1 

3 3 !(. 2? 20 67 

15*0 k*$ 20.0 40.3 100,0 100.0 
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One unit» which employs one accountant § requires busi-

ness college twining for placement la feat position, flam® 

employment units, or 15 p®r cenfc of fee total polled, require 

a junior college education for their accounting personnels 

©less three units employ three, or 4.5 per cent, of the 

accounting employees considered in this survey* 

Four units# repairing accounting personnel who are 

senior college graduates, were found to be the employers of 

the largest group of accountants* They were found to em-

ploy twenty-seven accounting personnel, or lj.0.3 per cent of 

the total number surveyed, 

Eapeift <ace requirements. —Experience requirement s for 

accounting personnel were found to be store lenient than the 

training requirwaents. According to Table 10, only one 

employment unit, employing only one accounting employee, was 

found to require aore than two years of accounting experi-

ence for the employment of personnel. This unit ma the 

public utility firm whose accounting system is very complex. 

The system requires personnel with more than five years of 

accounting experience. 

Eleven of the units surveyed# which employ 85,1 per 

cent of the total accounting enployees, require no account* 

lag experience for placement* Four units, employing five 

accounting personnel, were found to require on© year of ex-

perience for placets en t» Another group of four units, which 

ewploy four personnel, require two years* experience. 
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TABLE 10 

EXPERIENCE RETIRED FOB AGCOUHfUQ EKPLOXMEKT 
BY BORGER m m Q W B M WITS 

fype of .. . » < sue One Tear 
Employment 

ttoit lo* 
Ufcits 

Ho. Em-
ployees 

lo. 
Units 

lo# Em-
ployees 

Construction 2 

Manufacturing 2 36 

Retail trad© 3 ? 1 1 

Wholesale trade 1 2 

Transportati on 

Public utilities 

Ccrammication 

Finance, insurance, and 
related service® 2 9 1 1 

professional and re-
lated services 2 2 1 1 

Government agencies 1 1 

?ctal 11 $7 I4. 5 

Percentage of total 55.0 35.1 20.0 7.5 
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TABLE 10—Continued 

Two Years Five tmrs 
lor© Than 
Ft to Tews Total 

8®# 
tmifes 

So* Em-
ployees 

No. 
visits 

Ho. Em-
ployees 

Mo* 
Units 

Ho* Em-
ployees 

Mo. 
Units 

Ho, Em-
ployees 

1 2 
2 36 

k 8 
1 2 

1 X 1 1 
i 1 1 1 

2 2 5 12 

1 1 

1 

if 

1 

4 k 1 1 20 6? 

2>.0 $*9 5«o 1.5 100.0 100.0 
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Most units which specified their educational require-

ment to be the completion of junior or senior college, 

specified no experience requirements. Those units which 

require hlgfci school training Tor accounting personnel 

generally require one or two yeam of accounting experienee. 

It is evident that employers will accept personnel 

with either accounting training or experience. They are 

interested in the quantity and the quality of work the per-

sonnel can do—not where or how they learned to do it. 

Scm of the units *hich indicated that experience is 

not necessary for accounting work in their unit® stated 

that they preferred to hire people who have had no experi-

ence but who know basic principles, Training these people 

to fit into their situation 1® made easier because it is 

not necessary to "untrain* thm trm ttoeir previous Jobs. 

Ability requirements. —Table 11 shows the ability 

requirements of accounting personnel in the Sorger area 

at the tin® they are hired. It is revealed by the table 

that only four, or 17.4 P « cent, at the employers desire 

personnel with extensive knowledge of accounting. line of 

the employment units, or 39.1 per cent, stated that an 

understanding of accounting principles Is required for 

employment. Ten, or 1̂ 3 per cent, stated that caily ap-

titude which indicates ability to leam their system la 

needed* 
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TASK 11 

ACCOUNTING ABILITY REQUIRED FOR EMPLOYMENT 
EX BORGER EMPLOYMENT UNITS 

Decree of Ability 
lumber of Units 

Requiring This Ability 
Percentage 

of Total 

Extensive knowledge of 
accounting k i ? 4 

Under#tamiing of ac-
count ing principles 9 29a 

Aptitude tiiich indicates 
ability to learn the 
system of accounting 
used 10 1*3.5 

Othe r requirements.»~kn aspirant to success In the 

f i e l d or accounting must b® i n t e l l i g e n t , possess a mind 

which i s capable of analyzing many problems, hair© a vivid 

imagination, and f e e l at hon» in a f i e l d where f ac t s are 

almost wholly expressed in figures* 

Good health is n e c e s s a r y for the bookkeeper or ac~ 

countant • There are times when demands on the physical sys-

tem are very trying and difficulties and problems arise which 

require long hours of strenuous work* Good e y e s i g h t is 

equally as important as good h e a l t h . 1 

Several years ago the American Institute of Accountants 

gave these qualifications for the person «ho wishes to nake 

accounting his career: 

Thorns W. Byrnes and fu Lanneau Baker* Po You Want t© 
Become an Accountant?, p p . 26-27. """*** — 
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1# An appreciation of the necessity for con-
scientious, painstaking# and accurate labor, even nfeten 
working without direct supervision. 

2# Natural aptitude for analysis and synthesis# 
3« Ability to assanble and base ideaa on unrelated 

faets; to interpret their significance and express 
conclusions in correct and accurate language. 

k# A sense of perapective which will not be dis-
torted by proximity of minor details• 

$* Great respect for mathematical accuracy, 
6# Poise, tact and breadth of view which will 

make contact with men of affairs agreeable; a pleat-
ing personality? and a bearing which will induce 
respect# 

?# Ability to absorb confidential information 
without divulging it in any manner to others.2 

Any person hoping to attain real success in the account* 

ing profeeslon must display the same attitude toward ac-

countancy that the physician, the lawyer, or the engineer 

displays toward his profession—a willingness to continue 

with his life work, even at the coat of monetary sacrifice, 

especially during the early part of M s career, and to ex-

pend a great mount of time and effort in acquiring the 

proficiency that can eorae only as a result of experience 

in actual practice*3 

Beoosmaended course of study 

Baployment units of the Borger area, employing account-

ing personnel, were asked to suggest academic courses which 

would be helpful to their present employees in the work they 

2Ibld«, p. 27# 3 
Ibid.» pp. 27-28. 
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&m doing, ?«zv wi l t s expressed the opinion that a more 

thorough fcnoriUdft* of accounting pr inciples would be Help-

ful# Anyoo® who performs an accounting funct ion can do a 

be t t e r job i f lie M s s u f f i c i e n t knowledge of the accounting 

cycle t o know how the funct ion ho performs f i t # in to the 

cycle* 

pour employing un i t s s ta ted tha t t i te i r employees need 

aor® knowledge of business jaathflinaties« Pintnoiftl concerns 

found tha t t he i r employees could not f i©ire simple or c m -

pound i n t e r e s t id. th accuracy# A manufacturer mentioned 

depreciation as being a problem to h i s accounting personnel# 

f h l s indicatec that i t mi#it be advisable to make a course 

In business mathematics a prerequis i te f o r t*ie course in ac-

counting pr inc ip les offered by the college* 

Two employers s ta ted that t h e i r accounting employees 

did not have a rea l understanding of payroll deductions. 

A student who has completed a good course in accounting 

pr inciples or business mathematics should have a complete 

understanding of payroll problems. 

Employers s ta ted that some accounting employees cannot 

us© adding machines and calculators with speed and accuracy} 

therefore , much valuable t ine i s l o s t . This would not be 

the case i f these people had or could hare sane t ra in ing in 

o f f i ce machine operation* 
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Retailers c i t e d the need f o r training in c r e d i t pro-

cedure** Although the junior c o l l e g e i n the a r e a does n o t 

have audi a course in i t s curriculum, much information con-

ce rn ing this problem i s included in the accounting principles 

course offered. 

f a b l e 12 shows tho course recownendation* for account-

ing personnel mfeloh wre made by the Borger employment 

u n i t s # 

TABLE 12 

COUBSB RHXSStfENDiriOIfS FOR ACCOUHTIHG PERSOHHEL 
MADE BY BOHdSR BMPLOJBDBHT TOUTS 

Humber of Units 
Type of Course R#eo»e»di i ig Course 

Accounting Principles 10 

Advanced Accounting . . . . . . . . 1 

Cost Accounting . . . . . . . . . . 0 

Business Mathematics . . . . . . . If. 

Payroll Accounting . « . . • « • . 2 

Income Taxes . . . . . . 3 

Business Machines . . 2 

Credit Procedures . . . . . . . . . 2j. 

Posting Machines 1 

With the present curriculum, and taking into considera-

tion the results of this survey, the following course of 

study is recooraended far students of Prank Phillips College 
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who wish, t o graduate from t h a t I n s t i t u t i o n and t o secure 

aocomtlng o r bookkeeping employment i n the a r e a ; 

1# Accounting Principle*, 8 semester hours 

2 . Business Mathematics, 3 s«aes t er hour* 

3 . Introducfcion t o Business , 3 semester hours 

lf» Principles of Economics, 6 semester hours 

5* Business Law, 3 semester hours 

6* Bagl ish, 12 saaes ter hours 

?• Government, 6 s w e a t e r hours 

8# M&them&tl c s , t> s e a e s t e r hours 

9* Typewri t ing, 6 semester h o w s 

10. Business Organization and Management, 3 semester 

hours 

11. Business Speech, 3 semester hours 

32* Klect lves , 3 s«aester hours 

13• Phys ica l educa t ion , 2 semester hours 



CHAPTER V 

EVALUATION OF SECRETARIAL fflD 

STENOGRAPHIC PERSGHIEL 

It is the purpose of this chapter to show data obtained 

from Borger empirera in regard to education, experience, 

and skill required for placement of secretarial and steno-

graphic personnel. Other requirements of secretarial and 

stenographic personnel will be reviewed and the course of 

study recommended by Borger employers will b© presented. 

Finally, taking these recommendations Into consideration, 

a cows© of study for secretarial and stenographic students 

at Prank Phillips College will be outlined. 

Requirements for Employment 

Educational requirements. —Table 13 shows that the 

largest group of employers surveyed, nine, or 37. £ per cent, 

prefer secretaries and stenographers with two years of 

college training. Riia group has in its employ only twelve, 

or 11.4 per cent, of the secretaries sad stenographers 

covered by the survey. A smaller group of employers, eight, 

®r 33*3 per cent, employs eighty-one, or 77.2 per cent, of 

k7 
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TABLE 13 

LEVELS CP EDUCATION REQUIRED FOR SECRETARIAL AND STENOGRAPHIC 
aSPLQIMEMT BX BORGER EMPLOYMENT XMITS 

Type of 
Employment 

Hlgjh School, 
General 
Eduoatioa 

High School» 
Business 
Tmlxdm 

B*usl 
Coll 

ness 

Unit 
So, 
Halts 

Ho. Em-
ployees 

Ho. 
Units 

Wo* Em-
ployees 

Ho. 
units 

, 

Ho. Em-
ployees 

Const miction 

Manufacturing 3 68 

Retail trad© 1 1 1 3 

Whole sal© trade 

Tranaport&ti on 1 1 1 5 

Public utilities 1 1 

0 caamunica ti on 2 1 1 

Finance, insur-
ance, ami r®-
lated services £ k 1 2 1 3 

Professional 
an«i related 
services 1 2 

Swemaent 
agencies 

• 

Total 5 8 8 81 2 k 

Percentage 
of total 20.8 7.6 33*3 77.2 8.I4, 3.8 
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TABLE l3-~Gc®tlnmd 

3«aiar C©H»g« » Specialized 
Junior or Graduate 
Col |®-«® University S tu f r Total 

Ho* Ho. a»» No. Ho. &»• So* Wo# Em- WtjM. » © • Mo, m«-
tmi t s Pl0j©«8 Units ployees Ullit 8 ployees imi t s plor*** 

3 68 

1 1 3 5 

2 6 

1 1 

1 1 3 4 

1 2 j 

1 

5 i i 

3 ^ I If 6 

3 3 k 

9 12 j 21), 10$ 

37*5 
1 

11 • 100. D 100,0 



50 

the employees cohered by the survey aM requires that the 

employees have only hlgi school business t ra in ing fo r «p loy -

meat. 

fhe results of the survey Indie at© that althox^h sane 

employers desire and have in their employ secretaries said 

stenographers with college t ra in ing , the employers who hire 

great numbers of secre tar ia l and stenographic personnel re-

quire only high school training f o r employment. Employers 

1̂ 10 h i r e high school graduates for this wozfc stated that in 

many oases the employees do not do sa t i s fac tory work fo r 

setae time, but that the be t t e r trained employees are not 

available in the number required. 

Other results of the survey show that f i ve , or 20*8 

per cent , of tti® employer® require a high school general 

education for their employees in this category. Two, or 

8.4 per cent, require business college training for place-
ment* 

Thm® f i n i s demanding the highest standards of eduea-

t ion were various types of professional unit® and government 

agencies* Lowest standards m m found in f lras demanding 

aaly Ha l t ed typewriting such as r e t a i l s tores and trans-

portation companies. *<, employer contacted specif ied senior 

college or university graduates for secretarial work. 

ffxjpyrlwce requirements„-RMfliw* of the f a c t feat there 

i s an extreme shortage of sec re ta r i a l and stenographic 
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personnel i n the Borger a m , i t was found, as might be 

e j e c t e d , that e;sp©ri©ne@ requirements f o r such personnel 

a re low. A® shown by f a b l e 14, seventeen, or 70,8 per 

cen t , of tli© employers of s e c r e t a r i e s and stenographers 

surveyed s t a t ed t h a t they require no p r i o r experience f o r 

t h e i r personnel . These as venters. employers eaploy eighty* 

n ine , oop 81̂ *3 per c e n t , of the s e c r e t a r i a l said stenographic 

personnel considered i n th i s survey* 

Seven employers interviewed did s t a t e tha t they h i r e 

only experienced s ec r e t a r i e s and stenographers* As may 

be seen by Table 14, f i r e , or 20*8 per c en t , of the em-

ployers who h i r e eleven* or 10»S per cent f of the person" 

ne l of t M s type requ i re on© year of experience f o r placement, 

fw& employers, or 8Jj. per cent of the t o t a l number surveyed, 

employing five# o r 4 . 7 per cent of fee t o t a l* requ i re two 

years of experience f o r ®aployaent« 

Th® f i v e firms requir ing one year of experience f o r 

the employment of s ec r e t a r i e s and stenographers included 

m e t r anspor ta t ion f l m , the pub l i e u t i l i t i e s company, on© 

profess iona l f i r m , and two government agencies . 

Two years of experience were found t o be required by 

two insurance and f i n a n c i a l concerns. 
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TABLE 14 

mBKEKHCB RiqDIBSD FOR SECRETARIAL MD STEHOORAFEIC 
mwwMMT w bgrosr employmbht twits 

Type of Hone Cue Year 
Employment 

Ufa1ft 10* 
Units 

!©• Is* 
ploy©©# 

Ho. 
Unit* 

So* Eat"1* 
uloyees 

Construction 

Manufacturing 3 68 

Retail trade 3 5 

Wholesale trade 

Transportati on 1 1 1 5 
Public utilities 1 1 

Ccrasixmicatl on 3 k 

Plx*noe, Insurance, 
and related 
aewloes 3 6 

professional and re-
lated services 3 1 2 

Government agencies 1 I 2 3 

Total 1? 89 5 11 

Percent of total 70.8 8 M 20.8 10.5 
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TABLE l4-~CmtinuM 

Two Years f»iY0 Years 
Mare Than 
Five Years To1 sal 

Vo« 
Units 

S0» Sa-
plow®® 

l o . 
Units 

Ho* Sa-
plOJ©@3 

*©• 
unit® 

W O m S«-
ployees 

Ho* 
Units 

Ho# Em-
ployees 

3 68 

3 $ 

2 6 

1 1 

3 

2' 5 5 

i|. 

3 

11 

6 

4 

2 $ 24 105 

8 4 k r » 7 100,0 100,0 
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Ability requirements. —ftm Merit System Council of 

Texas, which tests prospective stenographic personnel for 

employment by the stmt®, requires junior stenographers to 

be able to type forty words per minute, take dictation at 

eigfrty words per minute, and transcribe notes accurately. 

Business teachers, realizing that the standards of large 

businesses throughout the country are higher, attempt to 

train stenographers to type straight copy at sixty words 

per minute, take dictation at one hundred words per minute, 

and transcribe at forty words per minut®• 

Borger employers of secretaries and stenographers were 

questioned regarding their speed standards for typewriting. 

It was found that many employers have no concept of the 

typing speed of a good, fair, or poor stenographer# As 

shown in Table 15# of the employers who have in their 

ploy stenographic personnel, ten, or 1*1,? per cent, have 

no typewriting speed standards. Four, or 16.7 per cent, 

require a typewriting speed of forty words per minute, 

five, or 20.9 per cent, require fifty words per minute, 

and five, or 20.8 per cent require sixty words per minute. 

• Thirteen of the units surveyed use shorthand dicta-

tion in their correspondence work. Five, or 2 8 4 per cent, 

of the units have no dictation speed standard. Three, or 

23*1 per cent, require their stenographic personnel to be 

able to take dictation at eighty words per minute, three 
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rfABLE 1$ 

Ttfim n m m standards required for sechetaries asd 
STEKOanAHBBRS B2T 30R0ER EMPLOYMENT 

tJHITS 

Standards 
Type of 

Employment Hone IfO WPM 5o ww. So W W 
Total 
Units 

Unit 
Mwfber of 
iBiplojers 

Huaber of 
Siployers 

Jftsaber of 
Employers 

number of 
Employers 

Construction 0 

Manufacturing 1 1 1 3 

Be tail trade 1 1 1 3 

'Thole sale 
trade 0 

Trans portation 1 1 2 

Public 
utilities 1 1 

Conraunicati on 1 2 3 

Finance, in-
surance, and 
related ser-
vices 1 1 2 1 5 

Professional 
and- related 
services 3 1 h 

Government 
agencies 3 

Total 10 k 5 5 2if 

percentage 
of total t£.7 16,7 20.8 20*8 100.0 
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other units require ninety words per minute, and two units 

r@qulve that their personnel be able to take dictation at 

100 words per alnute. Table 16 reveal# the dictation speed 

standards required for secretaries and stenographers by the 

Borgor employment units . 

TABUS 16 

DICTATION SPEED REQUIRED FOR SECRETARIES ARD STENOGRAPHERS 
M BORGEB EMPLOYMENT TTHIT3 

Standards 
Type of 

80 W W 
Total 

Employment lone 80 W W 90 W W 100 WFU Units 

Mo. Em- No. Era* Ho. Eta** lo. 
ployers ployers ployers ployers 

Construction 0 
Manufacturing 1 1 1 3 
Retail toads 2 2 
Iflholesale trade 0 
Tranaportati on 0 
Public utilities 1 1 
Ccraaunication 1 1 
Finance, insurance. 
and related 
services 2 1 3 

profe saioual and 
rolatod services 2 1 3 

aovemment agencies 0 

Total $ 3 3 #% 13 

Percentage of 
384 total 384 23.1 23.1 154 100.0 

Employers who require no speed standards for dictation 

were found to require no standards for transcription. It 
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was found, however, that eight of the th ir teen employers 

*bo s&ke use of shorthand in t h e i r o f f i c e s have some d e f i n i t e 

transcript ion standards. Two, or 15*4 per cent , require a t 

l e a s t tk lr ty words of transcript ion p e r minute; f i v e , or 

38*5 pe r cent , require f o r t y words per minute; and one, or 

7*7 per cent* require f i f t y words per minute. Table 17 

i n d i c a t e s the transcript ion speed required for secretar ies 

and stenographers by the Borger employment u n i t s . 

TABLE 17 

TRANSCRIPTIOB SPEED REQUIRED FOR SECRETARIES AID 
STENOGRAPHERS BY BORGER EMPIXJYMENT TJKITS 

Standards 
Type of 

Baplopwmt 
rniit 

Hone 30 wm 1*0 WP1 50 WPM 
Total 
Units 

Type of 
Baplopwmt 

rniit 
No* Em-
ployers 

Ho* Em-
ployers 

!©* Em-
ployers 

Ho* Em-
ployers 

Construction 
Manufacturing 
Retail trade 
Wholesale trade 
Trans pccrtati on 
Public u t i l i t i e s 
Scraaunioation 
Finance, insurance, 

and related 
services 

Professional and 
related services 

Government agencies 

1 
2 

2 

2 

1 

1 

1 

X 
0 
3 
2 
0 
0 
1 
1 

3 

3 
0 

Total 5 2 1 13 

Percentage of 
t o t a l 3 6 4 15*4 38.5 7 .7 100# 0 
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Other requirements. —In addition to education* experi-

ence, and ability, there are many para anal qu&llfieati « i 

ishich til© secretary at stenograph®!* should possess. 

First, the stenographer or secretary should have good 

health and good posture, should practice cleanliness, and 

should be well groomed. These factors affect appearance, 

which is in turn responsible for staking valuable first 

impressions. The second important Impression la usually 

mad® by the voice. Few people realize how important the 

voice is in business. Fortunately* a pleasant voice can 

usually be cultivated. 

Also important are qualities of the mind. The secre-

tary need® basic Intelligence. Basic intelligence is so 

fundamental that a generous supply of it can overcome many 

ofcfo©r handicaps. To reach decision® the secretary must 

have judgamt; if she has foresight, she can project her 

Judgnent into the future. 

Another mental quality needed by secretaries and 

stenographers is initiative. Initiative simply moans doing 

wth© ri^ht thing in the right way without being told."1 

Without initiative, no secretary can ever hope to reach the 

upper levels of the field• Higher executives must have 

individuals who can originate, suggest, and initiate. 

toward M. Doutt, Secretarial Science, pp. 92-96. 
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RecoEKimded Course of Study 

Bear gar employers were asked to naa© courses which, their 

employees should have taken in school in order to perform 

their present duties more efficiently. Although most em-

ployers were of the opinion that their secretaries m d 

stenographers are reasonably efficient* twelve employers 

stated that a greater knowledge of business English and 

business letter writing would be desirable. Table 18 

gives the course recommendation® sad® by these employment 

units. 

fABLS 18 

COURSE RKCOHMEHDATIONS FOR SECRETARIAL 
AJ© STENOGRAPHIC PKRSOHHBL MADE BY 

BCROKR EMPLOXMEH? TJNIT3 

Type of Course Number of units 
Recommending Course 

Advanced Typewriting . . . . . . . . . 9 

Advanced Shorthand . . . . . . . . . . 1 

Business Letter Waiting 12 

Business Speech . . . . . . . . . . . 3, 

Spelling . 

Filing 3 

Dictation Machines . . . 2 

Business English . . . . . . . . . . . 1 2 

The second most frequently mentioned course suggestion 

was spelling. Eleven employers were very emphatic in 
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stating, "Our people can»t •pell.* Kin® employers indicated. 

tfeat their stenographic workers need additional training in 

advanced typewriting. It was revealed that employees have 

difficulties in typing complicated legal doctaaenta and 

various other f oras. Other courses recocsn ended were ad-

vanced shorthand, filing, and dictation machines. 

TJm following course of study is recommended for secre-

tarial and stenographic students who wish to receive the 

Associate of Arts degree. This program is based an the 

current curriculum and recognizes, so far as is possible, 

results of this survey, 

1« Introduction to Business, 3 semester hours 

2. English, 12 semester hours 

3« Science or mathematics, 6 semester hours 

k* Typewriting, 9 semester hours 

5« Shorthand, 12 semester hours 

6# Office practice, 3 semester hours 

7 • Piling, 3 semester hours 

8# Bookkeeping, 3 semestor hours 

$» Government, 3 semester hours 

10« 2caticerJ.cs or history, 3 semester hours 

11* Business and Professional Speaking, 3 smestor hours 

12. Physical education, 2 semester hours 



SHAPfSR VI 

EVALUATIOI OP OFFICE-SALES FEHSOITOBI, 

This chap t e r w i l l ah oar data ob t a ined from Borger em-

p l o y e r s I n r e g a r d to t h e educa t ion and expe r i ence of their 

o f f i c e - s a l e s personnel* Other r equ i rements of office-sales 

per sonne l will be reviewed and academic cour ses suggested 

by Borger employers will be presented. Finally, taking Into 

c o n s i d e r a t i o n t h e s e recoimaendations, a ©ours® of s tudy for 

s t u d e n t s who a r e Interested in an o f f i c e - s a l e s c a r e e r and 

who plan to attend Frank Phillips College will be outlined. 

Requirements f o r Employment 

E ducat 1 ona l requirement a . —Educatl onal requirements for 

o f f i e e - s a l e s pe r sonne l i n the Borger a r e a may be seen in 

fable 19. Of the five units surveyed which were found to 

employ o f f i c e - s a l e s personnel, one, o r 20 per c e n t of the 

total, requires only hlgi school general education for em-

ployment. This employer employs only one, or 1 2 . 5 per oent, 

of fck® o f f i c e - s a l e s pe r sonne l covered by tills survey. Four 

units, or 80 per cent of the units polled, require two years 

of c o l l e g e educa t ion f o r employment of o f f i c e - s a l e s p e r s o n -

a l . These four units e®ploy seven, or 8?«5 por cent, of 

the employ© es covered by th i s survey. 
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TABLE 19 

LEVELS OF BXXJCATXON RB<JJIRED FOB OFFICE-SALES IMPLOTiMT 
BY BOROBR SKPLOHSOT UNITS 

Type of 
Eatplopaent 

Unit 

Hi#i School, 
General 

Education 

So# 
Units 

Jfo* Em-
ploy© m 

High School, 
Business 

flaWai 
Business 

Ho. 
Units 

Ho. Em-
ploye eg 

»o. 
Units 

Ho. &s-
ployeea 

Construction. 

Manufacturing 

Reta i l t rade 

Wholesale t rade 

Transp or ta t icn 

Public 
u t l l l t i a a 

Communication 

Finance, In-
surance* and 
re la ted aer-
rle&» 

Professional 
and re la ted 
services 

Government 
agencies 

Total 

percentage 
of t o t a l 20.0 12,5 
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TABLE 19--Confelmia& 

J\uilor 
ColloRe 

S«a l® College 
or 

University 

Specialized 
Graduate 
Staftr Total 

Ho* 
malts 

No. Eh* 
ployeea 

»©. Xtoita Ho. Em-
ployees 

m* 
Units 

S©» Em-
p l o y e e 

Ho. 
Units 

Wo* Ea* 
63 

80,0 a? ^ o 100.0 

Q 

100.0 
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I t should be noted t h a t f i v e , or 62.5 per cent, of tike 

o f f i c e - s a l e s employees a r e employed by insurance f inns . 

These employ©as ape o f f i c® workers who s e l l insurance to 

those c l i e n t s who apply a t the agency o f f i c e s . 

Two, or 25 per cen t , of the o f f i c e - s a l e s workers sur-

veyed are employed by a radio s ta t ion . These people s e l l 

radio advertising time a t the s tat ion o f f i c e , s o l i c i t cus-

tomers by telephone, and perform rout ine o f f i c e tasks. 

Another o f f i c e salesperson was found a t a lumber yard# 

His duty i s to est imate lunber needs of customers and to 

suggest and s e l l Mater ia ls to f i l l a»s© needs. 

laps r l ens e requirements.--Salea experience requirements 

f o r o f f i c e - s a l e s personnel i n the Borger area were not found 

to be high. Table 20 shows that two, or l±0 per cent, of the 

employers who employ t h r ee , or 37.5 per cent, of t h e employees 

requ i re no expea&aace f o r placement of o f f i c e - s a l e s per-

sonnel, A larger group of three, or 60 per cent, of the em-

ployers require employees who have had two years of s e l l i n g 

experience. These three employers have in their employ f i v e , 

or 62.5 per cent, of the o f f i c e - s a l e s personnel covered by 

t h i s survey. 

AM 11 ty re galremen18.-~Tfae o f f i c e dut ies , other than 

s e l l i n g , of o f f i c e - s a l e s personnel a re not numerous. gener-

a l l y , t h e i r du t i e s a re confined to rou t ine o f f i c e t a s t e* 

Training needs for o f f i c e - s a l e s personnel in s k i l l s such a s 
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TABLE 20 

EXPERIENCE REQUIRED FOB OFFICE-SALES M F U m W T -
m BORQEH EKPLQBfBBT TJNITS 

fype of Employment; Wane One Year 
1Rslt 

No. 
Units 

Ho. Em-
ployees 

»o, 
U&lta 

Ho, Ea-
ployeea 

Construction 1 1 

Manufac turing 

Retail trad© 

Wholesale trade 

Tr&nsp ortati esti 

Public utilities 

Coramtmicatlcaa 

Finance, insurance, and 
related services 1 2 

Professional and re-
lated services 

aovenuasnt agencies 

Total 2 3 

Percentage of total l|0 • 0 37 *5 



TABm 20~-Conttmttd 

Two Year* Five Years 
lor® Than 
Flv« Years Total 

Mo. 
Units 

!©# Sta-
ples® ®a 

So, 
Halts 

HO. as* 
ployees 

Ho. 
BftifcS 

Ho* Ett* 
ploye«s 

Ho* 
Holts 

Ho# Est* 
plojees 

1 1 

1 2 1 2 

2 3 3 5 

3 5 5 8 

6o.o 62.5 100.0 100.0 
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those employed by accountants, a ©cretarl os and stenographers 

a re not e s s e n t i a l , The need her© la far knowledge of good 

s e l l i n g p r inc ip l e s . Off ice-sa les personnel a re specialists 

in th i s economy of spec ia l laa t ion• Because spec ia l i s a t ion 

has increased* production has increased and salesmen of a l l 

kinds have bccome an e s sen t i a l part of the ©ooncmy of this 

country. The National socie ty of Sales Training Executives 

sayss 

Training, fcr salesmen is as necessary as i t i s 
for any other group of producers. Farmers® barbers, 
d e n t i s t s , engineers , and teachers—al l receive t r a in ing 
before they engage i n their activities, its®never a 
sa l em an f a l l s to measure up t o h is r e s p o n s i b i l i t i e s 
and opportunities* the chances a r e t h a t he has not 
been trained* or feat h© has been poorly trained# 
Training for salesmen i s m absolute i n t h i s age of 
specialisation.* 

All employers of o f f i c e - s a l e s personnel polled in t h i s 

survey f e l t tha t knowledge of basic p r inc ip l e s of salesman-

ship i s essential f o r successful o f f i c e - s a l e s , in fact* 

only one employment uni t surveyed does not requi re the i r 

o f f i c e sales employees t o have tha t knowledge* through 

t ra in ing o r experience* before being employed. 

Other requirement a. --good personal t r a i t s are of grea t 

Importance t o those o f f i c e employees whose chief duty is 

se l l ing* The importance of a s incere smile and a pleasing 

voice cannot be over estimated. In addit ion* Mi© o f f i c e 

^ ra t iona l Society of Sales Training Executives* Band* 
book of Sales Training* p . 3if« 
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salesman should be well groaned, clean, awl should wear 

clothing siiieh does not distract the client from the sales 

presentation. 

Recommended Course of StiySy 

gmployarg of the Borger area «ho employ office-sales 

personnel were asked to suggest college work which would be 

helpful to their present employees and future ©aployeea of 

this type. Sin©# moat of the employers polled «ho employ 

offloe-sales persona®! are engaged in the Insurance business, 

business mathematics, a very basic course, was reeotsraended 

by these employers. Table 21 reveals the results of the 

suggestions made by the employers of the Borger area. 

TABLE 21 

COURSE RECOMKEHDATIdTS FOR OFFICE-SALES PERSCRUEL 
MADE BY BORGER SfPLQIlfflfT UNITS 
« „ Number of Units 

Typ. of Count. seea-rading Course 

Business Mathematics . . . 3 

Business English . . 1 

• Business Letter Writing 1 

Speech 1 

Salesraanship $ 

Psychology J 
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Speech sad Engl ish , two c losely r e l a t e d sub jec t s , were 

each suggested, by one employer as being ©xcellent courses 

f o r study by present or f u t u r e o f f i ce -sa les personnel . 

Five eaiployers reeosmended the study of a course i n p r i n -

c i p l e s of salesmanship f o r present and f u t u r e employees. 

Three employers recommended psychology# a course «hich i s 

scia&ifcat r e l a t ed t o p r i n c i p l e s of salesmanship. 

With, the present curriculum# said taking i n to considera-

t i o n tfe© r e s u l t s of t h i s survey, t2*» fol lowing coarse of 

study i s recommended f o r students of Frank Ph i l l i p s College 

sho wish to graduate from t h a t i n s t i t u t i o n and to secure 

o f f i c e - s a l e s employment i n the a r ea : 

1. English, 12 seaes t e r hours 

2* Ootrexnraent, 3 s i n i s t e r hours 

3» Economics, 6 semester hours 

4* Business Mathematics, 3 semester hours 

$* Business and Profess ional speaking, 3 semester 

hours 

6. In t roduct ion t o Business, 3 » « ® s t e r hours 

7. Typewriting, 6 semester hours 

8. Mathaaafcics, 6 semester hours 

9* Off ice p rac t i ce , 3 semester hours 

10. Salesxnannhip, 3 semester hours 

11« Sales Management, 3 semester hours 

12. Psychology# 3 semester hours 
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13* Bus iness Law, 3 semester hourt 

34* B©okto©|siiis#. 3 semester h a w s 

15. Physi eal e&ucati on, 3 soaester hours 



CHAPTER VII 

EVALUATION OF FILE CLSHKS, QWMML CLKEKB, 

AID ® m m GLSRKS 

This chap te r w i l l p resent da ta ctotained f ran Borger em-

ployers l a regard t o educat ion and experience requirements 

of f i l e c l e r k s , genera l c l e r k s , and o ther c l e r k s . A b i l i t y 

requirements and o the r q u a l i f i c a t i o n * of such p®r»om®l w i l l 

be discussed and educa t iona l recorasendations of Borger em-

ployers w i l l be m i « « 6 d . F i n a l l y , a course of s tudy 

s u i t a b l e f o r s t uden t s w i l l be o u t l i n e d . 

Requirements f o r Eraplopient 

Educat ional requi rements . —Sducational requirements f o r 

f i l e o l e i c s , genera l c l e r k s , and o the r c l e r k s i n t h e Borger 

a rea a r e Aown i n Table 22. Of the seventeen f i rms surveyed 

which employ c l e r k s of va r ious k inds , e leven , o r 64*7 P®r 

c e n t , r e q u i r e c l e r k s with a h igh school gene ra l educa t ion . 

These e leven employers employ 155# or 86.6 p e r o a t , of 

the 179 employees of t h i s type covered by t h e survey . 

Pour, or 23#$ pe r c e n t , of the employers surveyed r e -

qu i re c l e r k s who have had two years of c o l l e g e t r a i n i n g . 

These employers have i n t h e i r employ twenty-one, o r 11 .7 pe r 

c e n t , of t h e employees covered i n t h i s survey . 

71 
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TABLE 22 

LEVELS OP EDUCATION REQUIRED FOR FILE CLERKS, GEHERAL CLERKS, 
AID OTHSR CLEMS EI BOROBR MFLCCTE8T W I T S 

FRO© o f 
Employment 

HI# S c h o o l , 
G e n e r a l 
E d u c a t i o n 

Hi#I S o h o o l , 
B u s i n e s s 
T r a i n i n g 

Bus ines s 
C o l l e g e 

W&t 
Ho, 

m a t s 
No. Em-
p l o y e e s 

l o . 
x m i t s 

So# Ssi-
p l o y e e s 

Ho* 
U n i t s 

Ho# Em-
p l o y e e s 

Cons t r u c t i o n 

M a n u f a c t u r i n g 2 75 

R e t a i l t r a d e 1 3 

Wholesa le t r ad© 1 1 

T r a n s p o r t a t i o n z 9 

P u b l i c u t i l i t i e s 1 7 

C csmminicati on 

F i n a n c e * I n s u r -
ance and r e -
l a t e d s e n d e e s 2 20 

P r o f e s s i o n a l and 
r e l a t e d s e r -
v i c e s 2 3 

Gorewaiaait 
a g e n c i e s 2 IJJO 2 3 

T o t a l 11 155 2 3 

P e r c e n t a g e 
of t o t a l % * 7 86.6 1 1 . 8 1.7 
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TABLE 22—Contlmied 

Junior 
00II @m 

Senior Collog* 
or 

University 

Sp#<si Alised 
Graduate 
Study Total 

Ho. 
Units 

Ho. Em-
ploy© ea 

»0. Units Ho. Em-
ployees 

Vo» 
Uoits So. Bb» 

ployees 
lo. 

Units 
Mo. Em-
ployees 

1 33 3 8a 

1 1 2 

1 

2 

1 

4 
i 

9 
7 

1 5 1 5 

1 2 3 

2 

2 

23 

3 

Jj.0 

Jj. 21 17 179 

23.5 11.7 100.0 100.0 
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fwo « p l e g * r s t o r 11 .8 pe r e e n t , d e s i r e h i # school 

graduates who have had coffiaercial tra ining f o r employment 

a s clerks* th&m employers have i n the ir employ only three, 

or 1#? pe r cant, of t h e employees covered by the survey. 

«*perlence requirements»—"fable 23 givea t he experi-

ence requirements f o r c le rks i n t h e Borger a r e a . Only on® 

employer surveyed r equ i r e s el®ate t o have more than on© year 

of experience before placement in h i# o f f i c e . BesuI ts of 

the swv&y show t h a t t h i r t e e n un i t s# o r 76.5 p®r ©@nt, r e -

qui re no experience f o r c l erks , flues® t h i r t e e n u n i t s 

employ l l 0 , or 79*9 pe r c e n t , of t he c l e r k employees 

covered by t i l l s survey. 

I t was found t h a t throe# or 17#6 p e r c e n t , of the em-

ployers r e q u i r e one year of experience f o r placement of 

c l e r k s . These employers employ t h i r t y - f o u r , o r 19 per c e n t , 

of the employees. 

I t was a l s o found that one, or 5»9 P®r cent , of tha 

employers r e q u i r e s two yea rs of exper ience . This employer 

enploys two, or 1 . 1 per cent , of the eag>loyees included i n 

the survey. 

Abi l i ty requirements.«"-!Che work of clerks i n the small 

o f f i c e i s varied. In the Borger survey clerks were found 

t o be performing the following dutiest 
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TABLE 23 

EXPERIENCE ESQUIRED FOR FILE CLERKS, GHSERAL GLIMS, AHD 
OTHER CLERKS BY BORDER EMPLOYMEHT WITS 

T7P® of l o w o » lemr 
Smplop i s i t 

Ha l t l o . 
U n i t s 

No, Em-
ployee* 

Bo# 
Halt a 

Ho* Em-
ployees 

Constxmctlon 

Manuf ac t u r i n g 2 75 1 13 

Retail trad© 2 3 

Wholesale t r a d e 1 1 

Transp ort&ti on 1 2 1 a 

Public utilities 1 7 

C cmaunicat i mm 1 5 

F inance , i n s u r a n c e , 
and r e l a t e d s e r v i c e s 1 7 1 13 

Professional and re-
lated s e r v i c e s 2 3 

Govermaent agenc ie s 2 1̂ 0 

Total 13 343 3 3h 

Percentage of total 76.5 79-9 17 .6 19 .0 
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XABLS 23—Contlrmsd 

Two l«a?8 Flv0 Years 
More Tiian 
P1T« Tears Total 

Mo* 
0O1U plost t* 

Ho* 
Volts 

So. Bs-
ploy@#a 

So* 
Waits 

s»# m-» 
-playmn 

Jfo. 
"Baits 

So. Ste» 
ploy#es 

3 as 

2 3 

1 1 

2 10 

X '7 

1 5 

1 2 3 

2 

2 

22 

3 

1*0 

1 a 17 179 

5.9 100.0 100.0 
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1# nm&irimg sMpydog oritaM of goo&s 

2. Bi l l ing 

3* 'tiling. 

%• WmM&m* dl®fcrlbutl»g# «** dlapatehing mull 

5* Dolag dupli.catiu.5 aad adAwlag « ^ t 

4* PMtifand&g niscellAnftouB tuUks «ueh as e@l phoning* 

rsceivlAS eaX&sro* «*S tmrrjlisg. Tmrnmgm -

1% »ftf b» mm tvm &m &bm® l i * t mt that 

abttt t ie** l i t # tt» v«rk# *»*fc b» vmftUd* 0» «u«t t» «bl« 

%o adapt Mne^lf to r®Amm- typ»# of work « a MMat** 

nation* tib*r«£orft* m flbould fe@ ft&« to «§»»%# a l l t^pes 

of of lie© stfufttlafrs# tfhoutt b« faalHar wills • tantad type* 

of off ice £anw mA |mper# m4 st i^ ld Ima* sasetMag abotft 

• U typ«8 m l r * 

Da s m c t i i mfe as thm® of to ptMUnat oow 

pani»»p I t e*a Inmost fcii&fc vorte 'mm v&vled l a i « i 

tymrnmXkit howmwy th» el#fiE Sms son# Bp«Qtfic Mil" to 

ptsiftm* 

Cl*rk» ife# p»£fam raenivliig, shipping* «a& b i l l ing 

dtitits s w t b» *t&* to « i l t « U g l b l j «Ml slMpl® 

bas&a*»s wte«tl#al e&lmlAtXma* In nam eases tbum 

peoplo mmm fttmA to hm&%M pmSm^m vbUb roqulx* »en» 

physical atvtnggiw 

mployrnm b&wXLlng mil vmA * clear m4®rstanking of 

pm%m% mbm* l*m» mv& r*mtXMmm* c&SLt* often mm® 
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p«opX* must bo abl» to ««ftX£itg» g|«plng# 

^ gptyiiTEg nftdbtlsHMu 

f t i s nmemmxy to b# Mil# to op©mt# mioh sgu&laos as 

MfeMqpNgtift aoA At mcfciaa#* gbftse mtihSxtau wm» t<xuA 

to b® used extmaiv*!? l a o£fle«* off £h» S w i ^ «*•*» CX«ffes 

i w s Jteund to fee opsratii^ m l out typ&s of &<Sslisg ma#ila©s# 

calculAtora, hilling »achln««, «b£ l is t ing a i i i s f s » 

Sane apeolflc p i t l s M imw* aAod la regppd to tbo 

doairod qmXUlm%%mm of &»« flX@ eX«xft»* fabla 2f§. ehws 

t&at #&*&©«. «3S&of®» gav* ttNl? kAHag 3wpd3Mmt» Jfiw 

begimtag HI# olasfcs* puismb ef tin® sixteen eMplo^ero 

awiiwpfa^ *tat«d tbat they recpir# apfclta#® tMeii iodic atea 

tbe ability aa& <lcsir# to l«8m tta&r qratoi* cm employe* 

stated thai Ms beginning r i l e elevfcs wm% have & general 

«n&ev«t«iiAt.qg of tb» systor, uaoa. 

«usje at| 

ASIUTT GP FXJS CLSR1CS 8BQ0XHK0 8T BOBO&ft 
sifLOTEar unrts 

Wimbor or Unit a 
Filing AblUfcl l«qtiij?i:iig fill® Ability 

Kxteaaive taiasledge of 
f i l ing • • • * « * « » * * * * * * * o 

(KHlfrMlX ŷ jg gf 
tfce s^rste wed 1 

Aptitude indicates 
fee ability t o l « u n 
the agrata* wed • • « * * * * * . <]5 
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qoftliTiesticns m sssoat&sX 

ft# sfciii©gffisp3a©tfs ssoretsr iss , mmh m hsalftb* eXusaXI-

mm, &aA $k>4 grooming, mm oqusXXy to cXesk#* 

Again, fcssie intelligence, JtsSgsaott* sad i a i t i a t tv* s r* 

fWylsBwarffea 1 T 

and Bttii&mm say that a f f los Jdb applicants 

awsfc ass t fctars© *#qwir«w**fcs to «ispX©pis»t# ftuss# «*# H» 

i?s««i»isiftis tteis snployer will stassk M t a * fairing sffis® 

jefos at>pii©aat®s 

1* Gs& IM» sgplies&t da well the wm*k wm wwxt* 
to! Has ha the t ra i l ing or sxp®a?i@n©@ which f i t s 
Mm ftar this l&bt If not, mm h» tm trained mmMlj 
i m XH that i s # S« las tswlottfeif stag* them i s 
«9*k t® *Ses»# » m i t o opt mmmm sto «*» i s 
i t * Ihi* point I s of psUm m & n i l s . 

Zm Mm m%l wil l Is© mt mm$ sitfc other «•» 
pX®f®«fi? %mm msm eaHps$«B& iIQHbsvs *** tteiAitlo 
las Jeers* fhe^ sfcoulA bs spdtt*4 bsftps toy pasfe 
<*i ttai parao!!* 

3* i » t ssX«y I s fes ©skizin? i f m# senpwqr 
la® 4 waXl-p**i#r»d saXsxy stsntaffdisatiaa plan, tkm 
mSai? raage few? tins position 9p«& bui fes«n s s t j i f 
ths ssiaxy s n ^ M bf His applicant i s witfcia the 
setahlisasd rsngs* tfeat p^tat i s triNB ta re of. To 
psy mm i s to upset tfe© scbrtk&si to pay less i s 
e@s8»ii«RXXf ana ethically 

Rsoaesmded Course of 31 

Eaployero of tls® Barger sapea snploylog Hln clerics* 

g§mmX ©Xssks« m i other clerks «ere asked to suggest college 

work vfcioh wouXd to# fcslpAtl t o their p r s smt employees# 

Tafcle 25 tows B-mm mxx*w®jM mm of 

% i U i s » H* md m^Ln v#- Hdbiason* fexfefeocfe 
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w %$ 

oqgrss Em>mm>Aviom FOS fxs& CLSRXS, s m CLSBKS, 
mm canm cams, hade st w a mmm^m mv?& 

limber of Ufedt* 
of Course B&ean^lng Cmmm 

Imgfciffl teg . • • # « • • • * + • • • • « • 1 

Mlim •*.«. 3 
IJupUe&fciag HRObifie 1 

Adding smehims m& ealaolfttara # * * • • « * T 

Spoiling . . . » • • 5 

BUSlaaBSS 12&D&P8 5 

S«g<£l*bXft imtrmmt* «*•*••****« 1 

Adraofted tyfflfwrftt&ig . • • • • • * * « . • , 1 

cspialon fctju-fc. their elerks &*«£ Malflg In tMMhnlqpes of 

op®imfeiag sorting aerihlnea ©ad calculator** ftta* employers 

3p»easia&Mi»4. ©m*rs«s la apelUng ®n4 totuww pep*#** ?hree 

®aplo7@rs sfcfttod that a ©ears# In filing notald be h»lp£ul to 

aoae of their e»̂ loyeee« Sail ferodUng* diig>:u&*tlng: noehlsea* 

negotiable Izuitnsanita* mi MwneM tgftXMttlftiQg awe each 

mooMMMM by «tployw* 

tfa* fiOlmAm m m m of ctufty la reeoMsendeg for Fragile 

ftdlllpB college sto&a&t* *iak to gnulmte f*m Hmt 

Ixurtlttttlaa and to »«pe ©̂ lô saeat as m etate in mm ®t 

fet baalness ®Cfle#8 of ttm area: 

1« BngL2«h» 12 stmssfcer few® 

2* oetrenawxit* 3 aMNNrtwr hour# 
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3» Booacwios* 3 M*»stor hoars 

Typswlttug, 9 n m M t hours 

5* fltaartttfua&» 6 m i l # hours 

4* 8tff£a»a» I b t e l i s i i 3 hoax* 

7» So6kfcsfl&lnn# 3 s*»esfc©r hour* 

8» Bsth«Wfifcie% 6 S4»»#fc#r h.-rarss 

9* S»t3»a» ! i « , 3 »«wot»r &«*r® 

10# Xntvada&tlctt to Bm'imm* 3 $«*#*** hmmm 

11. Pilingp 3 seinostctr hotvn 

12# afft«® Practice, 3 MMMrter h<«s»s 

13» Baalnwa im md mmgmmt,, 3 ««§esfe«r hour# 

lif- JfjQ»So&l *<Sucatiaa» 2 senest*? hoars 



CBAttm TO I 

®s m&imm moMmmmtm smmxtamt 
m m&m mxwxm mmmm 

ft&M <&*pfe«r *1X1 p r m m b <tat* miming th* physical 

S>1*&&« th» ftMalfttiMt&Hi pallet**# th« t&achinf; per«am»l« 

f̂af pf*i».S@S& ffifljji ©jf" &fc$ ff§ 

&MisdMtralAm 4®p&rtmu.t *f F&mk FMlIipe College. Ad-

dlfcl owl lufbfNfttiai abont fell© eosa^aitj mrwM hy tb» 
eollag* stll b« IneXtttUkU Sum# data a n pz*mm%®4 in 
order that faollltl*# of Uw eolleg* a*7 wwtgbad against 

tiia ̂ ducatiomX of Hi® cojmunlt^r. sfea puipos© la 

to l i l w t m if lha faclXltlaa mr# safflolant to m e t the 

euramt adooatiooal 

Wrmk sfellUpa Collaga opmed to reoaiva «tad«M an 
SapMbor 6* t£b&* ftm Tmm 3t&m DapastaMrat of idnaatlon 

vaocgAlsad tfeo collage as a otandard two-year lnatltatloa 

daring it* first acath of operation* la M$m&t§ 1949* ^ e 

Msoeiifeitti of Texas Colleges recognised Prank Phillip* 

College aad a**e it a ftrst~elass rating by granting It full 

s«:b©î atiip« The oall«3» is also «, aaabar of to Afa®rie&» 

Aaaoelattaa of Junior Colleges* the ferns Fateli© Im$,m 

8a 
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{Joliag# Atsoolft felon# tead Amvicaa Mbmxy AMrnmiMtlmm 

fh® mmmMttem# tkmm£m>-®§ i s fch© pmMM.% im m 

instifcufcXoa Aicli has t*Mn la oj*r*tlon oa l j fchr©» f w » * 

ĵ Xjwloal flmb 

Frank J&lHlj* College 1® luxiMd In two- Kodam twiiM** 

lug#* fla© class m @ i li&rery* 3Aberatoil®at «ad stiops 

«r© *@11 oftrsngwl £or #£fte£e»fc vo;ric @»a • fetidly* Rorevafttl cm 

facllitloa IneXud* a ©»£3jN»&1« atud«nt lomga* a gjiTOftXcn* 
irjf mm 4 t jtetfhtfsfe ^•te,a*s&^n'w M, A* iirfr airi .aw aFfr ~̂ T J t -*&* Mk Jm jw «8a*fe/ ^ uriantf ttrrrw nlHir tangtf̂ illif 

&H18. Ml MSŴQrŜ&ttKUQg pO€5l» 4SS©S»iX©i® HPS JUI2a i s ft n swt t 

i#§CK>»s!mJj*f m»&ifearlttg* 

bu«i»@8s fiwteiisisferafclm depa reseat; ®e«sipi#ii mvemt 

rorjm on the tlilri floor of the main bulldlrc:. I#cm **» 

mil with fl^or@se«at lighting •qa&pnHKife* 

Each ro«i i s d«eo?fcfe«d i» <ttffer«nfc eolor* wfeieh jup# soft 

and plamsiag to th* *y*m Sorting «»d vmfcllmfcins «ysta&a 

**• modem md adequate• Seating i t adjustable. All room* 

*** s m t i a e M «f seirtUftbstN&lng mfe«rl*l** 
C onward 17 S#rir»d 

jftj miii-ir, T a Jr* Wnt ami- J#®fĉ Si *" JMHk jftfru 'ifffriift'lfrf'i ITftfti ilftir iiMifWiT <5KW. .A, Jk. 

Jr*$3L & 1 + l l $ ^ N 8 l CI* $£&& 

ftetaiSX:# thlob i t primri'lj ladiartri*!* Oiarit namtf«atu*iqg 

f lAfn f «fcele!j p K W i orud* oil ®n4 m%wm\ pwif 4©fe tti# 

aroa. 

mmm «b*v» Sm Sndmt17* r«eord* mniife fc® Inpfe* A* ©u» 

aigife- fefc«p# «** may mmXX &£t%em fetoengfaosife 



mm, m m*U m son* w r tm*m « » « • In eddition to th*«* 

of f l o w that* AT* of H o # # ia 30*g«r of t&* typ* 

ft*®8 #3Ul Amrimmk citle* of « « p s » M . « ois*» B&~ 

CAUAO «f til* ec*p»3<tfcl«tt betwtwn w n b a a t * wad b w i n M t M I 

of all feyp«s tta@- smill ^atmpy® of H e # of tta* dv«nf(i tows 

i» & of activity In 1 

tbwr* *r«* MUIJ wplojnwnt opportunities for 

H u m * pwpte of t&* mm who mm tr&Xmd to to of0.e© 

'to people who diislr© m m h training nlong with «*22*g* 

cp*dlt east Xso* to m a k Collage to m i tiialr 

neods. 

A<2»ial*tr*tiv© F o U d a a 

Frarik ?M1XSJ® Collage aaintaina both day and evening 

©ours## for a t a i m * of all ag»a, C U t w s way b® o p g m l M d 

for « l groqp of siz or sor® afcndenta wfeo *&sl* to at&4r tha 

w a » mh$mt ia «b» wooing acfcool. All olasssa «v* taught 

by awto«» <of tfe* e-#H«g# faeuity or by qualified p«of«*» 

« 1 « » 1 people and m f t f l M s * fatawaa M y partioipate* tm&ar 

the T l U n u * A&daUtnrtSat prog m e * ia botti da^ and arming 

scliooi. 

fba ra^pteweota for t « i s i « i to P*ank J M U l p s Colin®© 

mm g i m in tti® following ©seoorpt fim to aatftlqg of t&® 

a^iool: 

U OmAaatiaa A m a four year i p i w ® 4 fcigi Mfaool 
with Imuorablii diaKUaal* A few school txvnae&pt 



m 

mmt S# pxeaeataA mhmtmi at least 15 affiliatad 
mi is. 

2* mMmidoBL fey m a d m t i o B la 15 high ssiiooi 
a-iits. 

3* A atu&ant «bo is a soar® of ««» aay ba ad-
odtted by individual to s s » # for ablel* 
rn im pŵ MPiwt# ttwudb umbla to affair the taual «&* 
niaaics* unit*, to will fea «&a«al£iad m a ®p@vl&l 
£wm®wm until audi ttaa *s Us# admission. **qpfammatem 
mm w»t* mm @w wmm,: 18 ymmm of ®g® or 
oldar* n&y bo adteittad aa laAta&4Ml Approval* 

E* stodmta £ m ©tiier ooUagaa «&o eadte «*lw»i»iid 
mtmMm w»t pvmmt lettaro of hoaorabl* dlasitial 
aod eartiflaataa of reeord tfhoaiiig the mmmt of woek 
4«» «n& tb* aiatbar of lions*® onedit am&r#d to it, 
work Asa la » atantSaM oottftga will, fe# &«<s«pt.#4 altfe* 
CRlt 4KS$Sft£2)at£<EI* 

Sfestal;® nay b# a«ls.&fct*id to- and voca-
tional ooa#**a as « baaia* If it appoawi 
g*t tba jasoapactiva atadeat ©a» pxofit by 
Mm any tmwmiml couraa, fca U mvkAlf approved ifer 
a&laaian to to cooraa* Wo apacdflft Xiat of M#s 
achMi aradita is r®qiiii?od Hwr aitslaaioa to #»a® 

Tuition and fees ar© das at fch® ttaa of ragiatrfction* 

pisnsei&X assistance «r to obtaiaad by mteXm application 

•in «i# of flea of tha collega bums'* 

faaAiag P$rs©jm@l 

fist fatfttiXtr of tfc* doparteant ©f MtoMa a^iai«t»ti« 

o«saiats of into instructor®. On® lae traatar* hoamrasv 4mmt«s 

ptrt tte to the d«p*rta«it of aaooonioa and to ttea «««§«"• 

waist of the ocOlaga bookstore. 

Botti iastmtora hold laser's dagraaa* to® Im&raetor 

raoaivad fed Baebalor of Soianea md tha Mmmt of AFfe# 

*FJpaok milipa 0oll©g% ̂ gft. Aimml Catalog, p. 1?« 
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State € o i l * go* ?&s ®«©2nl mmbm of 

Hi# t t a f f pfteo&vwl fcl® BaofcoXosr of Biisiimss AAtfal»tiwfe£qa 

aad t&» of -ioionco dG;-rc«a at Mmt f « » i sta%# 

9*fteh*ra Gating# n»d in now oaqp&tft&qg m t c an tho H««t*r 

of BokIimmmi AiMrtlft t r a t l an dojgra* «t Sartii T«xu state 

CetU#®»* 

In wMiMot* to t t o £*$&*? faculty of tb» <SopartBoist 

of tmaini*&s iwfeti i i istettt® or Frank PMHlp# Coila;;o, a 

noinber of t-io 000och departisont i s evsllable for a cXa*« 

l a «|»o«©li# & aftntoor of th« m t b m t t l e * dkigpirtMMttt 

faculty i s available for a «CLa as i s tein@ss 

* mrnakm& of tli© gw®mmn$ d*p*rt*Mttt i s aval 1/ibio for a 

cow** i n busSaos* lftv* aad a m®Lb®r of 12s® BngUsti facul ty 

i s available for a eoara© i n t>«8ia»si! oori«span£«no« or 

bus I ae as ' ' ^ l l s h . 

P*o««ftfc CurrlouluDi ani Equlpra#nt 

Tto* prtwmfc eorrloaXtti of tel»i«« a te ia l f t t ro t l on 

dopsrteMnt of PmuoIe H i l l l ips Ooll«$o In eossp©»©d of « i£ i tMn 

ooorsos* ok* mwumtmt o*r oightooa vwstai i a length* l a &i~ 

dl t ton* t«o a r t o f f end in mmml® prlmtpl** by 

th* #@@»o®ito# dapsjtauKit* A l l mm'mm in th« *•&<• 

aofc l3t@ aff«r*d ambh mmm%®r m t«nu 

Coursss ofroawd by tho buaino*# sdtelnlstvtttlaa dqpftrtsMixfc 

of Piwfli ftilXXtps College * * • as fol lows: 
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1« Infcroduet lon t o 3u0ln»a* H 3 # 3 hea r * 

2. B@gli»wirf# $yptt*rlttag 113 » 3 s«#@fc@r hours 

3» X&temit6 i f t t« T j p M v l t i z i g 123> 3 •<•»••$«? hme® 

%• Advanced Tyswrarlfcing 223* 3 MtseeUr hours 

5» w y m m b m f j Shorthand 133# 3 M t i t e houva 

6* in te rmed ia te Shorthand l l t3» 3 »«uw i t * r hour * 

T» advanced; Shcnrtfaist 233# 3 *«wr®t«r houm 

8# shorthand ^3* 3 feotu* 

9* o r r i e # 2l0# 3 hours 

10» 3oafcka«pin£ 163* 3 ewowateap hours 

I I . Basla»»« 113» 3 hours 

12« P*Xaoipl«* o f Aaeoaatlag 2$^* 4 nasawt#* 1km?# 

13* P r i nc ip l e# o f Aeoomfc&ag 2%# % MMMtfMMr hoars 

14« mmim&M Ut\s 173# 3 a « e ® t « r few* 

15« Businesa ««ft P ro fess i ' sm l ^* t fk f tng 213* 3 

houra 

l6 . Bmlmm OrgsolaoLtian a»4 Kaimgmeat- 273# 3 

ho©®i 

17« Salefiwmship 283 » 3 mmmtm bmsm 

18. Sales laMgesaisit 293* 3 samoster i ioure 

Claaa w o w f or a t ta la l mm qpee l f t l l y 

•quipped f o r c lusae t i n shorthand* t y p t w d l i « g # o f t i e # 

sad **l#ssaaa4hlp* • <ta tfpgwrlfei isg roota l a «^sd|i|»#d 



as 

niftx adjustable desks« la addition to an electrio type* 
*rttar» fc&ani *t*a thirtgr new typmrlterv cf various «*!»•• 
For office praatic® Hi© row li equipped t&th a n!a»cgx*ph» 
dictaphone a* aod filing aqplpNat. Wire r m t e s «oA mrct* 
projectors ©3?® also fM aeoatvxt&og row ia 
©<pipp@4 wEb Fraldaa «<S srooros ealtttlfttors* victor and 
H«sifigtoK addiag aaetilaaa mm also available* fts© 
rawablp J*©«t is «ptiip&d witto aoaj&ftrs, office dasfca «mS 
ti&olrs* a recorder ©d a &xte*MdlljM*te? sotgod po*o* 
Jaefeor* tm> film strips slides 
fa also available* 

Swif 
Tm adaialafcratioa ef £rsi*k yfaillipa College few alffii-

fled its *hole-h«ert*d approval of buslx»»s 
courses at Pimisk Phillips collage by giving support m$ 

to botti aai IwtrsiBtor#* Because of 
tfeis ixx&ersst* mt&mm, equipiamt ttaa bam. obtained, Wm top*» 
vUn&m has bean broadened* and the snMHato* Mi ©pott* 
Business ©« of the cmm$m%%y mm stpportiafe to butloses 
tgitiaiiig pnagriBi of Use ooll@®i by hiving, its tymiiiiNw* 

Hue data presented la tMs obapter it la balleved 
th&t tt» business adalalatxtttioa departasat of prank Phillips 
Collage ia adequately staffed* howed, and to meat 
the business educational needs of @fcudaafcs and sqployexw of 
Borgezy Tmm9 md the mrtum* 



m m m xx 

smuas 

ftm pwpp&m of this ntuAy mm ft® «tt«apt to •atabli«h 

«aps in vtk&eh the MinMMi adBiniatifetilen dqpftrtatnfc of 

PwaaJe f M l l i p i <MU«e» oaa laulp i t s ft«ad*ofc» pr«p*r* to 

f i l l t&* «&$&«9K*at n»«ds ©f 0QHH»*8i*l off£e*s of 

Viattt* «n£ th# flit* ehapt«r will 

psr«*«Gt t3* fladings, eea&lusittMy « # rmm@m4&%i«• 

fiadiags 

i n tfel* «nrwjr i t » JteuoA that tti* wont popular aaarcaa 

of Jofe applleanta in lis® B«rg»r #*aa •*• fri«nda, aeqstai&fc« 

SIMI of M*a6»* anft m a u d s of wtployeaa «ai aMoagaKaafc* 

$b*aa sooveas Qt joto applicant# *»i*® usad t*f 75«8 f®s? wofc 

of the f i l m 

Stting axfcd plm&m ansOegpaaa %» m m p»w«s» 1 U » U in 

m® Majority «f tfe© awplagps&t units aortqr»*« I t « i AmM 

that 57.6 par «MBt of tba mm *ha lafenwiwr 

as tba tela t m plAo«Mat ratfca* fclmn sptite&da taata or 

school 

4 m j o r i t f of the f ivas vats* social t r a i t s 

sad wcrk habit* of tha i? mploy**o «a aottatfaotory. s w » » l 

trait*# 2>o»av«rv nut*® vmtad mstiaffcetacy* Smut are to 

89 
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ability to <Jo noa-stip©F?iS:©d work, tta* ability to «qpr«M 

tMmmXvm la *<srds» &® ability to «£pr*»« thaaoelvoft in 

«ritlng» A# ability feo «p«ii* mil tt» ability to 

m e t f w f nathonatieal oeapvtetlott** 

Educational vqaivwmntB for managerial poaltiona in 

fcba aw» «u?s big)** fwsatf-tsJir#® f law* or 69*7 pur 

eoafc or tim f trm vurireyttk* am Stmm of such attoni tiiat 

t*o i w w -or bop» ©f oollog* •Oasatftaa «?• a@«d@d to f i l l 

m&somOaX pmltlcm* In faot, fovpt*«»» w l*2»4 por cant 

of to units# if or© foaissi to roquire *•&«* ooX3#go or ual-

m a i t y edu»ail«eu 
TiiiiBrrt]iff! Jiifc. jJ&n&Mt artfc T« riTifi ittjr1 iiffltt th. - iPfian rffl"n lilii'Vrl'dthr mpk&Ab, •&&&. 1 minnr itffifwirfi iitr infifin -ffit rim -A^. MfW rTfn 

JSSP®S$.fi2l© © XHIQUXFOBMXO &3 SOr lsaj|ttglili®R& pavwossMti woyo 

fonnd to ba rigid, fiaotoeii* or $?m$ p*v cant of tfe* unite 

•wwyed# war® f awft ft© *»qul«» aw© t h « fiva of « -

pai&ftgiOa f OP' m p M l piltCDOSlt 

Biaploylag mita s»inr«̂ r©d wmm of the opiaioa fcbafc counts 

la paraomal # bualnaaa 1attar «v£tlxig» and bu»l~ 

shim sp&mh wosald bo halpful to tteair p m t a t u*a*g«BMn& 

Courvfts iii, bwiittM orgaalmtiot*# aoooanting* 

ami taxation * » also auggeatad* 

Of Ws# twaatf f l » # aurvayad wMoii mptof aeoomtlng 

paraao&ftl. in tl® Border « m , «ii#itf or 40 p@r ooafc of fete 

total* ^KpiiM «»Xy a gaoaral Mill aebool adtaoafcioa for plaoa« 

xaat« A anallar group of aaployws*. fotar* or 20 par oast 

of t&» total# asiploylssg or %§»3' par eaat of t£*a 

aiaplo^eofi# ra<niii»@ a©»lor eollag© graduataa for plaoaaMBit« 
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Exporieao* mqnlrmmtm for aoeoantlng p*v*cmnal mm 

twmd to b# Elevm or the wait* supv^rtdf • 

«®»logr IU«1 p*r cent of Si® mplejmm mmm4. by fcho ftismiy, 

r«quir« m mmmUm for P « r unit* 

w«wi ffeunft to poqalre osm year of «xp»f>Unee for plaetMaafc, 

four other unit* roqplro two | M w of ftxpftc&one* for pin®#** 

»*&t» and on* unit roqotros ftf# ysmrit of «xp*rl«nco for plftoe-

met: of ftoeoaatiag p©r««*®3L. 

N r aiploytmi tt©r© foistd fc# accounting 

witli «xt«Bslv* teosrlMg© of aftecaattflg* Ite© of feh« uolt* 

maftrayftd m^km m wa&wmtmiM, og of neooimfsliag pilaolpla* for 

o^1o$mk&« M i f lxm rwg&ze caty an aptitude *fel<sb Indl-

«ate« t M M I | to ten the u,m&» 

f ® of fcM «plo3»®at unl t i surveyed expreaaed the 

c&lxtlon that if fet^r aoeouatlag p m a m S . had & m m ttuxreug* 

tamledge of aooocntlng prireipXea* thel* aeeountitig depart* 

M t i would be sofa efficient* 10©4 u s expressed for ad* 

dlttonftl training in bwiaeae nathMaties* oredlt procedures* 

I w w i taxes# bvtlm** m b t e * payroll mmmMsm* pmblng 

mobine** «df®noed aseamfttisg* 

la esswtnl ng tint eduoatiaaal rsqplreMKits for secretariat 

«sd stmo®mpl»rsf the Investigator found that slue employers, 

s to employ H*4 J*«* <MWt off THT JMMMHMX of this type i ne luM 

In t&n survey* require secretaries «x»& iritis two 

years Of eollag* training for aoployaaat* 4 ®ESH11«I* group of 
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• lg& ssplqysrs# *ho 77«2 per coat of the «ttpXo$>**» 

requljv aoXy M#s Mbool bmtxim& trainl.-u: for expXayntnt* 

Ssaplsp8:rs lilt6© M#i school graduates for tails wvtr in-

41cat*d i$m% woric la not satisfactory* In away ©as@st unfciX 

to «epl43pr# p&u# 

S3̂ >@rl«a©© r@qiii^««fts for Mersfeavi** md ateaQs^P^ws 

ia the Bonpr &**©» low. s # w t « « f op ?0»3 per cent of 

ttos employers of s*o:r*tarl*s and saqulrs TO 

for plBAsmost* Sswa «aployar« w©» found dbo 

hlrs only ®xptrl«ae@<i fesorefcarls* ami stscrosr^hsrs* f t m 

of thsss a^loper* require one y « of expsrleaoe &M two 

eapXagrers rs^ilris two y#®rp- of e^p**£*tt**» 

Tm ®£ esipXoyers t w few®! ft# h*v» »# type* 

tfrltlag &p®@£I f w th«ir Ohms fe©» «ploj©rs 

maplvy 4x#7 p«r seat of the napls^t## of tfels type 

*oar mplopmr® wmm tmmA to require a typewriting *peed of 

forty word# per mlmite, ttm aKpXasners require f i f t y voatf* 

per slnute* a»d f i w employer# rwpXm «lstgr warts per rainut0. 

Of the tillrteen unit® norveyed wing 3horthaii.i dtetatiaB 

la their edrrespoBdeaoe iorlt| five* or JS»% per a«nt» h m 

no <ttotstian speeft standard. ^®e# units re-^alrt that stoao-

graphle personnel b® &btm- to taless dictation at nighty words 

per itlaqa^## three waits r#qpir® & stars&ard ©f alsety words 

per MSxmfeet* toft two milts requira a a tarslard of orjo hundred 
^ai* -̂ Hrr.mr iilr tfftin mfc& firrlifiia $**§& mm 

Wm!*%m f w SUWHSwl# 
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Slgfet wmm found t o have tmmmip&lm Mpmd 

*tand*r6s» Tlieao atand*rcU r«g#i. f^e» thirty f i f t y 

words por olmitft. 

v;hon «p#«ti®aed tmlnlng neofts of somtoutles 

«ad • t*n$gr*|i»r% «tploy*r» bmimm l»tt»r wri tiog# 

«p*l£lng» «a4 StagLldtw Advanced ohorthand* speeofc* 

fi ltag# ®d dlatatian «*ohln»s vare *l*o coarse** 

SdMMftlflMl xequisewKit* f w offlcQ-aiilos prnmmsml were 

foooA to to# tee f««rs of ooHepi i s 8§ par e«tt of tt* units 

She Y«a«lxKi&g 20 per cent mquim hlgb. sehonl 

goasml eduea&loiu 

l 9 « H « a s i 3»qwir«a@»ts for office-salon p&mcmmX mm 

not found to INK ihlgbu I t was fwm& t te t k® p«r sunt OF the 

no eapsf&taee for wplctyMnat and 60 per 

ooat require two | i m of experience 

l a o m o i s&fe# work fel»r# i s need for knowledge of 

principles of aeloaroaruihlp. tsnly on® ttsplqpMnt w i t aur-

vsptd io#» sat nKpfa* &ml* off iee-sales e»pl©|»es l o tawe 

tixla knowledge of sslesmnaliip before feoiag uaiptcsred. 

For fcfe© tntfatng of o£flee~«ales persesmol* enployers 

• K X ^ l l l ? ffOOMKBd̂ d bttBlftete aftthlHfttt€S« m̂ mmnmatuAAp 

pp&nolptos# usd p*sr«hoilogy» Business Saglish* business 

speetib* soft business letter wit Mug w » also m w M i i i * 

MaomtioimX raqnlreawnts for elertee were obtained fas® 

seventeen firms# Sloven f i r m , or 6^,7 ptr coat# reipi^# 



ft 

el«xfc« vlth. fa£^- acfcool ^maml fo r mapla&amt i s 

tbelr afXtai** ?oar «R0&cgw* vw&o&re eXorita A o tef« &t>4 

two jpftm of ©sllag# -mi tw# mqisim eXosfe* «§» 

Mm imd htgx solkool eonMgel*! training fm mplo^mnt la 

tb»Sr offleos.* 

Qaly or* anployor w found $m til# m m y -sfetQ vwqb&mni 

mmm than ew y*ar of ftjperlonoe far clerks ifeo «r* msploy&d 

la his ©ffie#* ftdrtrnm mpt&ymmt unit# w«m £mm& to m~ 

quiro a» «p®rl®ac« for and tftgeo ooito req^iire one 

7MF Of ea&ftgleiCO f8T OaplOJBOXJfc. 

O'XsitCS S@FB SflMI fei*«y'l#4g# Of ftT1 tihS MfflGf 

porfoMd In t l» efflo«« fSiaso c&osfe* «bo porfotw motiving# 

shipping* and Mlllng dottles suit. be able to vslte legibly 

aft/A pfirj#im S& thSEUI tlC ,̂3» qay.t fflfrff ©J®j?tei 

ss»t have knowledge of tlx# epaacwtlm of ¥«Moii® type* of 

r»tHn& mMtolms* Clerfes l a tho Bersoy ansa operate aSxtto-» 

grapii andttUaaa* d i t to sMUfelaes# adding m«blne&» c;:Iculatorc, 

fe&liag aac!bla*s eid Hating mmMmm* 

I t wmi fomsd €Ust flftMEk of wixtmm etaployore «fao ea» 

pley f i l e gUxftn v i l l on^Ioy those tfeto hvra only 

tb* Aptitude iftttcKi ladleat** fcjm ability *o leam t&® syats® 

used* one «plop©f require# that Iw^salijg HI* elerks have 

a general midox-standi n-i of g » f i l ing gjptei# usod. 

Couraoo rosamonded for those people training to be 

of floe ©Xeirtss iaelni®4 apsliiog* asMAmg smchlms aati 



oMlm&AUxp** txisfcws pa?e» r mid flUUtag* Gotxrms rntm #^g-

w«r* m$,% handling, dupllsa&lng 

and s d r a m d typewriting* 

As p**rt<Ntftlgr stated* M Sfcillip# Coll»gft naiaita&as 

both @9̂  em& mmlmi school pmsF@is®* CSasaaa m&j h® «p*» 

ganlsod fo r gimps oi* as f«w a# six p@opl©« Buy- s t o l 

class®® aaat f o r one hour# tbxva 6*qr* * **ik# OP f o r as* *a4 

<um*4m3£ hours, t » days a w#@-k* 

BeqoijMMMatti fo r mSeiXm&m ®r© M#t sohodl graduation* 

«*# If twenty-ami of tg t «r older* a stsudaat «ay ®sst©i» 

A m * PMllipi Colloga « ixte&timX approval* Diaahargad 

m%mmm mhm mm a t 'least jwum of age any ba ad» 

ol t tad to tlsa college e» individual approval* 

St® fcaacfelag of felw telaiss adRioiststttloKi 

of Prank tt&XUp* Collage %mlMm tw& iMtxot* 

torn* Botfc of tttas# laatruetopa Imwm taster**- m&mm* 

Ins tj**a tors of other d ^ r t & o a t s asm avsllabl® t o 

Qov&mm i n bualneaa adaiaiatration a&ltih a*a elosaly related 

to the i r f i tUf t* 

Iha pm»mt mm£®mIm of l»MdxM*s aMalfttcfttiaft 

departB®»% Of FXttnlfc i&lllipa Collage I s OOttpOS«d of ai&ttaaa 

eooraea* ooa m h i I ^ in lengttu &*aa eourtwi «i*@ basic 

c m s i In tb* f i e lds of gmmml b m l m m , aeortffcaxi&l science, 

mmmmt&m* ®aad ansfsetiag* 
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Olftss mmm ?ov Ixmimm e&tj&i&tmtS. m at Frank 

fhllllpft Coil«g* **» ©*iJ#©iiiXlgr ©tjtsipped t m eospso* la 

&ox$b«Dd» t^puwritin;:;, ofTts® psfl*0f»to«* and 

C one lasi oris 

Based ob tteft Hidings «f this study 1% i s MUUwvCI $ts«fc 

to following ooodtasiom « y to© J»»ti£i®&s 

1* Soupeos of Jel* applicants most w»S fcy Borg@r enplagr~ 

•ant units mrvcj&d mm mmmm In afeAtib a « % p ^ bis per-

son I lntorwfc** 

Zm Hiring and plAewMafc ewtoM of B©s*g» employers 

ar-s, in the majority »»My baaaft m pmrmml IntmmrtmM 

m%hm> than ability 

3* St*®*# 1* c#®d f«p iiaprorananfe of tta» w3i% habita of 

Borgor off!#« ©sap-lot® ®®« 

In addition to wall adm&ad ®sd cxporiGiiccd, 

«uw*j» BMBianf, embx* canal xsust b® eAmbl® of l®ad©p$flilo* 

5» Altfcou*£i i t la act x*aqoirad for aoployeant, aaplogpara 

dtotlva aooaantiag ptaraKtal *ho h*v» a tJseroiggt* tosoaXadga of 

aeooisstlag pdnoipXeo* 

6* 3a&r*ta%i«B an! ataBatpMphaf* ia fha Boî gor area aaad 

mora training la details auoh as ^palling* huainaaa la t tar 

^ r l t l ^ , and buainaaa aqgllalu 

7# Offlea-aalaa |»#s»s«ffl>l ar® xwioirad to hava knovladga 

of t.h© prlnalplaa of aalawtaaahlp to aê ois*© offlea~aa2Aa 



mpl&y&mti in m mjorlty of th* aavgir OBpiUgmflfc tm&ta 

8* P£3» oXttrks aw not gaiMmlly wplfM fco tew 

SoaowX«4g© of the Y*rIoas agpstotft of filing to acquire filing 

mplô ent In the offices of Borr-or and adjacent ars&a. 

% Tte avantgo oduofctlca Ad @sp©3?l«c© r«Kp£risae»fc® 

.for mnagttSal mpluoymnt IM tho B«rw ar®*» ©stmfelishM 

tf ttt* wol** now gmAmat® of ®@alor o®12®®» with «®r# than 

flv# yaar* of ajpaglonea. 

The cY0i*a;;o oducatlcxi arid ©jperle&co *«*ttilvaMQfc« 

fur aeoeanl&sg mplqpaant ia tbo Bmm® *nt» 

by tha mod®, «k hS#. school geiiiml education with no 

®J0D-ofd.4S&oa* 

XI* Ha® âaimg# «tiaB«felaBi3L axsA ajqserloaa* w<|uii»«€e.fes 

rot* aac&tttarlaX a»6 stamsgrftpltta *ffplqpMNB$ in tho Borgor 

«mm» #.®ial&JJ#tiis4 bj the aodo* as*# Jssilor eollogo gr&dd&to 

tilth so 

12* IS# iftisp m& exp«rUi»e vtqu&gMMK&ft 

for offloe *41 *a *nplo$9seit In the Borgor avsa» a*tabll0h*4 

bjr tit* mode* *» juo&er eolleg* adagatloa with two fmm 

13# fh* **•**£• education mdi «xp*rl«#« roquiroaent* 

fw» aiiplojisont «* ill* clavka* g©«?»3. olasfe*, and otbar 

elwxfcs In tho Bergar area, o»t*bll*hod by the node, are 

high *cftto61 pussl ®<tooafcioa with xto orpcrionce. 
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14* Pmsk Phi l l ips Collogo i s «t*ff*d» 

s M oqpippod t o s*ot tb» tmBlmm «duQ«tloi»l nm$®. 

of s M # i ssai mployj»«n& tsoitet of 0orger» ? « x u t aad tho 

adj®,c«Bt areas . 

th» v«ecaMaftfctl4n* offered In H#*fc of t&# findings 

<ff tbo meem® o f f loo aurvq? mm l i s tod bolow. I t i s MLisvod 

tteat ftflp *111 &# holpXtal I n oorcelAtlag tho tn&lnoss educa-

t ion pDEipR ftf Fimisk m i l l l p s Collogo tlx® 

ii®#ds of Hso mpl®$mmt wil t* of Boar&sr nn4 ©dj&emt « m « . 

I t I s mldMt# £ras ths survey Just oasploto4» t h a t a 

aaJsrJAy of Borgw offlo® sumqpod mm 

of i^rovifsg tfco sff loloney of thoir o f f i ces snplcgrlng 

mam capable p®m.rnm®%m I t hm h&m Indicated tha t sMumgie* 
•yultifi* ifflf- if it 'Hi" "imytfi inMr Hiidfr M&k iiifffrfitlf triiiw ift i a nrfi'ii "rd'iHi into #&»&* &gHk,~aitL (£&. -«&. -«ii mfe -flP &»&. -Jtffex J&F -'***-iffiifl I f -̂ ..̂ -a*-. J^ . litr'c i dlii jJte. 

fflgmm $IMP80IIH©X M l pOSSOIIS l|Mta$$S&lXl|} 111 fnO&mCCI lO ©«J©#~ 

I t I s *ao<Mnondodf therefore* that 

£>asi<J SQMtfl l a r̂ifl,ggpM=î f:. |)0 g|y#> & fBOFO JXMMSlJIiKlt plP<»* 

i » tli t business eartim&HB of Fraalc f t j U I l p i College m& 

ttoafc students JtataNMMi in tMe f i e l d bo «a@otis»®®d to Jot» 

ana take an, actlvo part l a a l l groups In shidb havo an 

apportualty t o dsvalop Xeii$®*<aM.p» 

I t wui foajscl t&at 39»i p®r o«at of the employers sf 

m&mm&lng. pev&mwml, s u n t p a d I s to Borgar area , resolve 

saplegraas t o have knowledge of sooewMng primipl®& f « 

esiplostesnt* In addition* t « other eaplcvara of accounting 



99 

poracmaX maw® at fch® opiaim that smh loiatit*6ga voold toa 

halpftsl la thalr oJttaaa* fmmmml with a te«X@«ls© of 

•eeemting piiaelpla#* hwwar* a*a not available f » *31 

o®©4 ih*t« It i# tfamwlferia* 

that OX atudaata of FvrnM PbiXIls* Collaga* who pita to 

amm® tgflm an̂ &cgnant la tt* **•*# fc® wgad t» oaap&ftta 

« ooura* in accounting prlnolpX®* ifcila In eoXlaga* la 

«f to 41ffl<a*lties aomttfeam* by aeeeiiat&ng pa*ao»~ 

sal isx pwfwmlm mmffiA*&«* *wjai*©d by 

tbair â pXagpaaot* It is aXw r@«ei®atiia*i that a «s®a« In 

tms&mm sâ awEli## ba wm4» a pr®ffa<tslslta of to aouraa 

la a@@s«tog parlnaiplea offered at FjwM ibUXipa 

MdlfciowX training Is buaiaaaa X*tt*r «s**log **£ 

teioaa® EagXlito «s m baitag n**6*4 by twalva 

•fcpXqsffer* «f aaeratarlaa tsd a fc®»oip?»j»fa@:ra. HXwrtn «» 

pXegraro asqpraa&a* ttm m&&. tm tmlt&ng In wp*lUa& It la 

m a w M ii«r«faf9, tot bwi»a# Xofctar m&Um rao«iv* 

additional aaphaal* la «ha *a*ano*d typav&tliig omvtm at 

Fmtik fhllXlpa dalles* m& that a msta* tn bttAiaaaa English, 

ifeiah wiXX daveta «w fete® to to at»4y at apallixig* ba 

to %im currteulucu 

It waa fouad, by th* #urvoy Juat ooaplatad, ttoat a 

a*J«rlty «f th* aMpXeyaaat uolta awpXaylag ©ffts#~»X#« 

p#ra®»i»X, raqtdxe thair paraoonal to tow a feuMaaftga of fit® 

principles of taSMRMufelp b*fora t̂ pX^paai* It la 
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mmmmmaMA tb*t Wm vmlm of the course in «a*s»aaship pg&a* 

ciplaa bo pointed out to thoaa students m ® will ooek <sra~ 

plogswwfe as oftlce stCLeepegple, 

Xt 1* •tiUtaafc fwet th* H s M m m tli® Bapgen' office 

stirrer ttu& office Sn ths area perform m v M i attic* 

tiwtou Xa light of thee* fiflAlagi it is r#0»i«l#4 that 

stasias «to plssa to ftaqalf* eaplojaeiit as oleflg® la offices 

&f tt« «n& fe* encouraged t# «ti#©§# a dlTersiAed pregHtt 

«C business emmm* Ails in twining »t finals fMUlp# 

Col lego, 

filling plseenast of mpl®y®m w fom&# ia the 

an Jed t? @t mmm# to fee based m Mm* pswooftl txtawUm* 

ft is raaarannfled* therefore* that *3UI students of M e 

Jtollllps a&lege* who plftu t# fill office petitions is, the 

« m , ur$»d to mmlX la Sidessiaissiiip 28V us this 

mmmm* mMmmiv® is tae in pNsjmMug students to sell 

their sevvloe* to * ppoepeotiTe sMplopor* 

4 plMummt bureau should be established «t F*ettie 

fhllllp* CtOlags* F^equmt eontaets shou&d he mi# uit& 

Bortar «Rplegrm»t units to diseerar their needs tM «ay» to 

«t*loti Pfcaak IMllip® College students #aa ooaply eith these 

nooda. 

Fiia&lly* it Xe f a m ^ l that all appropriate mmmw^m 

be tate fe© strengthen the ©ooporatioa botmran the Prank 

Itiilllps College business t rati en departaenty It® 



mi 

tMtc&log ateCT# «ai it® tb» MvtagpM* wife® 

of Sersur «x»d ftdjaMot arena. Tb» tflMhlag staff of th« 

SI# *olX««» 4»M3A vial* ®®pl&$mmt 

rait* aeaMltt*lly t© bsew sor® tmiltm with a*ta*l 

rflic# p»e.«to«S: in u»# in tb* mutt#* fts@ rod 

IOAMMofc rMg><*»lbllltl«« of to dflgMrtwrat of ta»li»M» 

•dNliiiJ&Ml&flii @f 9 M k IPhillip* Collago to *t»dMhi and 

to tli# aowaxmity & m m M m ? » b* r©e©6»is#d by fcb® tMal*-

tsmtloa « M tfa* twMhlng »fcaff» 



Mk Jm-

Q.ueatlcsnnaire 

flmm oh*ok mm &£ %m blanks h$lm t o elmmUj tin ompmjt 

e x t r a c t i o n Qmmmdm&Um 
Z Z O f * * * * * * Z Z Z ^ ^ : « # Immmc®, and 

R+tftll trada " " x*ls.t«4 smnrtea* 
;.iiwawwa< f»<m rn®tm*&mmx &m w&i&tm 
'trmmmtoM m 
Public u l i U t l i f .i mmmmxit agendas 

Cifcr# tb» mm$wr of of f lea psrsaaaal acoardlae to Si# olassi* 
ficatious 0.wm balows 

Msmsm,i*l . off tea n i t * . • • . . 
Accounting Pll© d a r k s , ganaral — — 
Secretarial mad alerts* and ottom 

stenographic » # 

?Xe*ae ehaolt mm?m or aooroea f roa vfeitih appliaanta to as* 
plopnant era secureIs 

M i l e eD^LqpMot mmM—. School wmfym&B . • . 
Fvftvete awployiwmt egaDOies t Personal acquaintance* J 

Mmt aas * * « » « « * * . re©«ae»4ed by — " 
ofr ice , . mployoca «* M e e d s _ 

O m mmmmt — ~ 

Br »etfe.a& or metiiodii hp® e^lcmee* Mlfteted frm the 
appXieante? f l m m dseolt t h o u mi<& aw ui«d» 

Favorable application 
Fa-ramble school twwacript or appraisal . * . . . . ™ ~ 
Interview and eoaoaellag . . • « # « * • » • * » • • 
Tasting fc® determine qualifications , , , 
Trial aaplojaant . . * * » 

0tilW ||Slhl)dh8l 

If t e s t s are t»#df pleas# gire tbe nanes of these tes ts t 

m. 
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?%&m& ln&lemt* bj dh@ek @nt# vbttgwr jm findI beginning 
s a t i s f a c t o r y l a tha> fa l lowing parmacm! ty* l ta s 

M l A X FOOT . 
mm iTot 

,_Jtadx. 

lMhanrlar 

Grooising 

Apprepslfcto woaring app&r©! 
lfcl«p®tt® 

Mftik . 

lMhanrlar 

Grooising 

Apprepslfcto woaring app&r©! 
lfcl«p®tt® 

Mftik . 

lMhanrlar 

Grooising 

Apprepslfcto woaring app&r©! 
lfcl«p®tt® 

Mftik . 

lMhanrlar 

Grooising 

Apprepslfcto woaring app&r©! 
lfcl«p®tt® 

Mftik . 

lMhanrlar 

Grooising 

Apprepslfcto woaring app&r©! 
lfcl«p®tt® 

Mftik . 

„ , . W f c .MJttM* Good T:m^,... . Poor 
Does Ilot 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
j£L JNf^r -•**- '»h*—» mtWitimrir iiiflfe Ifirfrfr- J^F: -#% ,ifei -flr <<dfcfe-«c4fc,a£M 4?* A4MNNMHMI w CB3& #T 

tiw ©geipgfiy 
lflXi|j3®»a® to a tar i in 

junior p o s i t i o n s 

Ability fc© spill correctly 
Ability to pplm n*o*8a<iry 

mthMMktl&ftl emmitm&lmm 

Ability to follow (Section# 
Ability to vork othars 

Ability to <jg *ttp***i»od 
Ability to <k» nog*»0upervi**6 

wwrtc 

Ability to #xp#»»« 
in na*As 

A b i l i t y %q «xpr**« thABMlves 
tn 

w* •^Ski|F>sWWl^^1 

A t t i t u f e to»i«?*S *ork @xp«et#4 
in quality mat 

Attends*** aad punBtuftllty 
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